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health matter

There are critical gaps in companies’ 
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EDITOR’S  
LETTER

This year is certainly flying and 
it’s hard to believe I’m writing the 
October/November intro already – 
although, being based up in Scotland, 
the wintery weather is already upon us 
and thoughts of Christmas are creeping 
to the forefront of my mind! 

Anyway, back to the month of the 
moment and World Mental Health Day 
falls on 10th October. Fittingly, our 
lovely new feature writer Charlotte 
Buxton has delved into the world of 
mental health and shared a thought-
provoking piece on what it means for 
the EA. From spotting signs in yourself 
and others to tips on how you can 
assist with mental wellbeing in the 
workplace, it’s all packed in there, 
complete with anecdotes from some 
incredible readers and examples of 
companies doing great things that you 
could put into practice, too. 

There are some changes afoot 
this issue – we’re delighted to have 
expanded our professional development 
section this time and I’d love to hear 
your thoughts on whether this works 
well for you! Last issue’s writers – 
Michelle, Jenny and Karen – are back 
with more inspiring words and I’m 
delighted to welcome Janine Garner 
and Emma Bannister on board too.

Talking of Janine, there’s a brand 
new book review section (you’ll find it 
on the last page of the magazine) – this 
issue, we’re previewing her latest title 
It’s Who You Know, which will be read 

by one lucky EA and reviewed in the 
next issue of Executive PA Magazine. 

Meanwhile, Richard Trenchard’s 
been all over the globe with our 
destination features for this issue 
whilst our Gastronomer’s Guide and 
Ask The Concierge features couldn’t 
be further apart from one another; one 
hailing from bonnie Scotland – my 
homeland – and the other set in the 
vibrant Indian region of Delhi. Let the 
mouthwatering commence! 

Until next time,

OCT/NOV 17

“Charlotte Buxton has delved into 
the world of mental health and 
shared a thought-provoking piece 
on what it means for the EA”

Claire Muir

Editor

Executive PA Magazine
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Recognising EA & PA excellence all over the world

We are delighted to announce the finalists 
for the 2017 Executive PA Awards
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PA OF THE YEAR AUSTRALASIA
n   Caroline Edwards

Executive Assistant to the CEO, Queensland Treasury Corporation

n   Megan Haigh 
Executive Assistant to the Managing Director (A/NZ) & Support
Services Manager, Dyson

n   Nyssa Lambkin 
Executive Assistant, EY

n   Debbie Long, 
Executive Assistant to the MD, Halikos Group

n   Julie Kendall
Personal Assistant to the Executive General Manager Australia & 
New Zealand

n   Shelley Rae King
Executive Assistant to the Director, Governance and Legal, 
University of Wollongong

PA OF THE YEAR AFRICA
To be announced on the night

PA OF THE YEAR ASIA
To be announced on the night

PA OF THE YEAR SCANDINAVIA
To be announced on the night

PA OF THE YEAR UK
To be announced on the night

PA OF THE YEAR USA & CANADA
To be announced on the night

EXECUTIVE OF THE YEAR
To be announced on the night

OUTSTANDING CONTRIBUTION
To be announced on the night

UP & COMING PA OF THE YEAR
n   Luke Reavley

Executive Assistant to Terri Irwin, Australia Zoo

n   Cobi Percival
Executive Assistant to the General Manager of Insurance, Coal Services 

n   Natalie Sands
Executive Assistant to the General Manager Distribution, 
Colonial First State

n   Anthony Brown
Executive Assistant – Australian Securities, Goldman Sachs

n   Samantha Carrick
Executive Assistant to the General Manager, icare

n   Natalie Bond
Executive Assistant to the Director of Customer Experience &
Optimisation, Melbourne Convention & Exhibition Centre

BOSS OF THE YEAR
n   Frances Borg

National Leader Financial Services Assurance & Advisory, Deloitte

n   Paul Rehder
Global Lead Client Service Partner, Deloitte

n   Alex Stravakoulis
Chief Executive Officer, Edgemill Group

n   Stephen Thompson
Chief Executive Officer, North Australian Pastoral Company

EMPLOYER OF THE YEAR
n   icare 
n   ICD Property
n   Nova Group
n   New Zealand

TRAVEL MANAGER OF THE YEAR
n   Melissa Macri

Logistics Programme Coordinator, AMP Services

n   Michelle Saultry
Executive Assistant to the CFO, Australian Ballet

n   Robyn Whyman
Executive Assistant to the Managing Director ANZ, 
Johnson & Johnson Medical

n   Brooke Colquhoun-Lesslie
Executive Assistant to the Pro-Vice-Chancellor Global Engagement,
University of Sydney

BEST ORGANISED EVENT
n   Cheryl Slender

Executive Assistant to CEO, Aerocare

n   Emma Lindell
Executive Assistant, ICD Property

n   Hazel Horgan
Personal Assistant Product, NBN

Zoe Robinson, PA of the Year Australasia 2016

2017 AWARD FINALISTS
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Recognising EA & PA excellence all over the world
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Tickets and tables now available
for the PA event of the year
executivepa.com.au/tickets

28 T H NOVEMBER 2017
DOLTONE HOUSE HYDE PARK,  SYDNEY

GUEST SPEAKER ANNOUNCED
AMNA KARRA-HASSAN

Founder of the first ever AFL Women’s 
team in Western Sydney 

Bachelor in Organisational Learning

Enrolled in an Advanced Leadership Program 
with the Applied School of Management

7 years working in Community Engagement 
for the Australian Federal Police

Member of the Reform, Culture and Standards
portfolio – responsible for driving cultural 

change within the AFP

Tickets from $99 - $220 AUD
To purchase please visit

executivepa.com.au/tickets
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NETWORKING
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This issue, our experts shed some light on a variety of 
professional development topics, including the best ways to 
finely tune your close-knit network, how to score a leadership 
role and the truth about interruptions and distractions 

50
Member Events
Read all about how our Executive PA Media members got 
on visiting some of our favourite venues at our exclusive 
member events including Sydney Cricket Ground, and a 
teambuilding event in London from Green Hat People

11 
Briefing
All the news, views and 
information you need

24
Technofile
Tim Stackpool gives a run-
down on the best tools out 
there for EAs working with 
a boss based elsewhere – 
from collaboration and diary 
management to having those 
all important catch-ups, 
you’ll be covered 
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Office Essentials
We explore some of the best 
new products that should be 
in your office 

31
On the coast
Learn about the easily-
accessible, cost-effective 
South Coast of England, 
simply bursting with 
interesting venues for your 
next event

38
Tiny but productive
Easily reached from all 
corners of the globe, 
Singapore is certainly at the 
top of its game for events 
and conferences

42
Ask The Concierge
Sunny Parashar, of five-
star hotel The Leela Palace, 
recommends his favourite 
dining spots in Delhi
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Gastronomer’s Guide
Alan Dickson, head chef at 
Edinburgh’s Ten Hill Place 
Hotel tells us the secrets 
behind his signature dish 

44
Venue menu
Find out what’s happening 
at venues across the world – 
and pick up some event tips 
from our experts, too!

46
Corporate travel news
Planes, trains and 
automobiles – we’ve pulled 
together the news EAs need 
to know

47
Tradeshows
Find out what’s in store at 
ITB Asia and ITBM World, 
and find out what happened 
at the co-located IT&CMA 
Asia and CTW Asia-Pacific 
shows last month

55
Captivate your audience 
with content
Effective content is a 
big part of producing a 
truly captivating event 
experience, says Gavin 
Walters

56
PA Profile
Like us, Nikki Sherman is a 
big advocate of traning and 
professional development 
– find out more about how 
it helped her career as an 
assistant

66 
Career
“Tell me about a time you 
failed...” Just how do you 
answer that tricky interview 
question? Also, new for this 
issue, we introduce a new 
book review feature. We 
share the synopsis for It’s 
Who You Know by Janine 
Garner and next issue you 
can read one EA’s review

Keep up-to-date with us via ExecutivePA.com, Facebook, Twitter and LinkedIn

ExecutivePA.com linkedin.com/Executive PA Mediatwitter.com/PAofTheYearfacebook.com/executivepa
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EDITORIAL TEAM

Tim Stackpool

Tech expert Tim is the technology writer  
for Executive PA Media. He can be heard  

on talk radio in his native Australia and is a  
tech presenter speaking at conferences  

and trade shows about technology’s impact  
on work and lifestyle.

Alex Jones

Alex is Executive PA Media’s  recruitment 
expert, with 15 years’ experience in the  

industry. As regional director of Hays Office 
Support, he is responsible for the management 

and strategic direction of 50+ recruiters.

Jane Longhurst

Jane has been the chief executive of the 
Meetings Industry Association since 2004 

and has an event-management background 
spanning nearly 30 years, having directed 

events departments for MacMillan Publishing 
and Emap Healthcare.

Robyn Johnson

Robyn has 25 years’ experience in managing 
major conferences and is the chief executive 

officer of Meetings & Events Australia; a 
not-for-profit organisation that supports 600 

members in the events sector with professional 
development, education and recognition.

Dr. Jenny Brockis

Jenny is a medical practitioner specialising in 
brain health and mental performance in the 
workplace. She is also the author of Future 

Brain: The 12 Keys To Creating Your Own High-
Performance Brain.

Karen Gately

Leadership and people-management specialist 
Karen also founded HR consultancy Ryan 

Gately. She works with leaders and HR teams 
to drive business results through the talent 

and energy of people. She has also authored 
two books.

Janine Garner

Janine is an internationally-acclaimed Fortune 
500 mentor, keynote speaker and author of a 

popular networking-focused title.

Michelle Gibbings

Michelle is a change leadership and career 
expert, plus founder of Change Meridian  
where she works with global leaders and  

teams to help them accelerate progress. She 
is the author of Step Up: How to Build Your 

Influence at Work.

Emma Bannister

Emma is the founder and CEO of Asia-Pacific’s 
largest presentation communication agency, 
Presentation Studio and is passionate about 

presenting big, bold and beautiful ideas.

Larissa Auditore

Larissa is the winner of the 2014 
Executive PA Media ‘PA of the 

Year’ Award in Australia.  
Larissa is a strong advocate 
for EAs to see their role as a 

partnership, in order to be best 
placed to broaden their skills and 

grow their career.

Suzie Kemp

Suzie is EA to the Chief Executive 
Officer of Brisbane Marketing. 
Suzie was recognised for her 

project management by being 
awarded ‘Runner Up: Best 

Organised Event by a PA’ at the 
Executive PA Media Awards 

Australia in 2015.

Sue Spink

Sue has 23 years’ experience 
of working in varied office 

environments and has been PA 
to Arup’s global water business 
leader for the last 12 years. She 
was a runner-up for the 2016 
Executive PA Media ‘PA of the 

Year’ Award.

Lily North

Lily is EA to the Managing 
Director of the Halikos Group, the 
Vice President of the Australian 
Institute of Office Professionals 

(AIOP) Darwin Division and 
runner-up of the 2016 Executive 

PA Media ‘Up & Coming EA of the 
Year’ Award in Australia.
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NEWS

BRIEFING
Keep up-to-date with the latest news surrounding the role of the PA

Following on from the article on 
workplace perks in the August/
September issue of Executive PA 
Magazine, three-day weekends are said 
to be a growing trend with organisations 
in the UK, US, Japan, France and 
Sweden reaping the benefits. 

Jason Fried, CEO of web application 
company BaseCamp, says that better 
work gets done in the compressed work 
week with employees more focused 
and creative. Meanwhile, Treehouse (an 
online learning platform in the States) 
has been home to a 32-hour work week 
since 2006 and is said to have sparked 
impressive financial results. 

Keen to suggest it to the boss? Here 

are some of the key selling points:

w Reduced energy cost: The State of 
Utah saved millions in the 10-month 
period after implementing a three-day 
weekend for state employees.
w Minimise absenteeism: The State of 
Utah cut absence rates by 9 per cent.
w Increased productivity: Sahlgrenska 
University Hospital in Sweden carried 
out 20 per cent more operations when 
it introduced a four-day working week.
w Recruit and retain: your company 
could leverage this unusual perk to 
hire top talent, just like San Francisco 
tech start-up iBeat did – they had an 
ex-Googler on the books in no time. S

Four-day week: the next perk?

New challenge 
for award-
winning PA
As you may have noticed on page 
10, Shona Fraser (winner of the 2016 
Executive PA Media ‘Up & Coming 
PA of the Year’ Award in the UK) is 
unfortunately no longer part of our 
Executive PA Media editorial board. 

This is all for good reason as 
she leaves the big and beautiful PA 
world to become a development 
account manager for new product 
development at Scotland’s leading 
speciality bakery manufacturer, 
Finsbury Food Group, where she has 
worked for just over  three years.

Shona explains: “I’ll be 
developing cakes, slices and bite 
products – it’s a daunting move 
going from something I know and 
have thoroughly enjoyed but I’m 
so pleased to be staying within 
Finsbury. I’d never have considered 
applying for the role without the 
experience and knowledge I gained 
working as a PA, and the newfound 
confidence I have from last year’s 
awards process.

“Thank you, Executive PA Media 
for your constant encouragement 
and support throughout new 
challenges; it’s been an absolute 
pleasure!” 

Shona is replaced on the editorial 
board by the talented Lily North, 
EA to the Managing Director of the 
Halikos Group and Vice President 
of the Australian Institute of Office 
Professionals’ Darwin Division.

Recent research from project 
management software company 
Workfront suggests three in four UK 
workers welcome the rise of robotics 
in the workplace. Respondents praised 
automation for giving teams a chance 
to think of work in new and innovative 
ways, plus giving staff an opportunity 
to learn new things with time freed 
up by automation. However, 92 per 

Taxpaying robots welcome? 

cent of respondents agreed that no 
matter how sophisticated AI becomes, 
there’ll always be a need for the human 
touch – and that’s something EAs 
can certainly relate to! Interestingly, 
more than half of working Brits (and 
Microsoft founder Bill Gates!) believe 
that robots should pay tax – and close 
to a third would be happy to have a 
robot boss! S
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NEWS

We’re delighted to report that the 
inaugural Executive PA Summit, held 
at Australia’s Brisbane City Hall on the 
10th October, was well-received by 
delegates and suppliers. All those who 
attended were excited by the event’s 
fresh format as well as the approach to 
professional development and building 
better business relationships. 

As well as practical presentations 
in subject areas highly relevant to 
EAs, delegates heard from some of the 
world’s most sought-after speakers. 

Mindfulness expert Petris Lapis 
gave a disarmingly simple presentation 
on being more effective. Extremely 
articulate and boasting great case 
studies, Petris explored the biggest 
threats to productivity at work and 
identified simple techniques EAs could 
use to deal with them.

Author of Leadership Without Rank,  
Rob Redenbach is in demand all over 
the world and he explained his ideas 
and methods for leadership. All those 
who attended on the day received a 
copy of his book.

Finally, Gus Balbontin – a world-
renowned expert on the very topical 
subject of disruption – flew into 
Brisbane straight from Orlando 
where he’d presented to an audience 
of 10,000. He gave an outstanding 
keynote speech and, two days later 

headed to Brazil for another speaking 
engagement for 3,000 people.

Executive PA Media chairman Russell 
Peacock said: “This is the first time 
this type of event has taken place in 
Australia and what I love about it is 
that nothing is wasted and everyone 
on the day wins. The delegates had 
a day of world-class professional 
development and, as this is their event, 
they got to speak with suppliers on 
their terms. Suppliers got precious 
one-to-one meetings with relevant 
potential buyers and were able to build 
relationships in a relaxed but very 
professional environment. This is the 
modern way to meet and do business.”

He added: “We scored 90 per cent in 
the satisfaction survey we distributed 
after the event and will be using that 
feedback to develop the summits 
coming up in the new year.”

w 6th February 2018 – Sydney
w 8th February 2018– Melbourne
w 20th March 2018– Auckland 
w 27th March 2018– Perth

To find out more about what happened 
at the 2017 event, or to keep up-to-
date with details of the 2018 Summits, 
please go to executivepa.com S

First Executive PA Summit a hit 

BRIEFING
Keep up-to-date with the latest news surrounding the role of the PA

That dreaded 
commute
According to a survey by Vodafone, 
more than 60 per cent of workers 
would leave their employer for a 
shorter or less frequent commute – 
they cited saving money by working 
closer to home and being more 
productive as key reasons for wishing 
to improve their journey time. 

So, at your next benefit-focused 
chat with the boss, consider asking 
whether every employee needs 
to make the journey in every day 
– it could be a valuable saving in 
recruitment and training down the 
line, not to mention a bonus when it 
comes to attracting fresh talent. 

If you don’t need staff in the 
office, on the shop floor or at 
a set location every day, is the 
commute necessary? Could they 
work elsewhere, whilst connecting 
via collaborative applications? 
Technology could help you totally 
rethink how to bring talent together...

Need a new 
tool for that 
money chat?

Salary negotiations are never fun 
– but being armed with a bit of 
evidence can go a long way. Check 
out Linkedin’s Salary tool; a research 
system that can pinpoint how much 
money you can make and highlight 
factors that may help or hinder your 
pay packet potential – location, 
industry and company size, for 
example. You can also use it to dig 
into compensation insights about 
specific companies so it may be 
worth delving into what competitors 
offer their EAs and using this 
information at your next review to try 
and leverage a bigger pay packet.
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NEWS

BRIEFING
Keep up-to-date with the latest news surrounding the role of the PA

The world’s largest awards for 
the profession will reveal its winners 
at a fabulous black tie gala dinner 
on Tuesday 28th November 2017 at 
Doltone House Hyde Park, Sydney. 
This year, the Executive PA Awards has 
introduced four new categories, two of 
which are for PA of the Year. New for 
2017, winners from the USA & Canada 
and Scandinavia will join PAs of the 
Year from the UK, Australasia, Asia 
and Africa, bringing the reach of the 
awards to a total of six regions and 121 
countries around the world.

Also launching this year is the PA 
Travel Manager of the Year award, 
which reflects the increasing influence 
and expanding role of the modern EA – 
the volume of entrants underlines how 
heavily PAs are involved in travel. 

Meanwhile, the Executive of 
the Year award will reflect the 
rapidly changing workplace and 
the importance of recognising not 
just colleagues and bosses, but also 
business leaders – a recognition 
award from their employees has to be 
the best award a leader can receive. 
This accolade is all about stakeholder 
value and the people who rely on the 
visionary but fair leadership of their 
top executives to foster a positive and 
secure working environment. 

Tickets for the Executive PA Awards 
black tie gala dinner (complete 
with a reception, dinner and drinks 
package, awards announcement and 
entertainment in to the night) are 
now available to purchase online at 
executivepa.com S

Doltone House Hyde Park to 
host Executive PA Awards 

Changing 
learning 
focuses

We talk a lot about professional 
development but, remember, it 
doesn’t always have to be formal – or 
traditional. Many of these models 
are still extremely viable but, at the 
same time, some are hitting their 
sell-by dates and as training costs 
reduce and learning needs increase, 
clever use of new technologies has 
breathed new life into training:

w Online courses: removing some 
of the traditional hurdles (income, 
status and location) this is a rapidly 
growing option.
w Software: this could be 
instructional podcasts, webcasts, 
slideshares, videos, gamified learning 
apps or virtual reality experiences; all 
methods that’ll make you forget that 
learning can be hard work.
w Devices: it’s in your hand often 
enough so use it to feed your 
appetite for knowledge in a better, 
faster and cheaper way.
w AI and machine learning: we’re 
only at the tipping point of seeing 
what this has to offer. The stock 
of knowledge you once needed to 
have on tap, for example, could be 
instantly accessible through your 
neighbouring robotic colleague.

Soft-skill intensive occupations are 
expected to account for two-thirds of 
all jobs in Australia by 2030, according 
to a recent report. 

The Deloitte Access Economics 
report shows that demand for ‘soft 
skills’ (often known as transferrable 
skills) still exceeds supply by up to 

EA skills in much demand for future working

45 per cent. The specific soft skills 
sought-after include problem-solving, 
adaptability and time management 
whilst favoured personality traits are 
professionalism, drive and enthusiasm; 
all central EA attributes. 

Commenting on these findings, 
learning and development specialist 

Dr Marcus Bowles suggested the future 
workforce will see more people taking 
on leadership roles: “A ‘normal’ job 
role will require people to do what we 
used to think leaders do,” he says. 
“This could happen at a low level and 
the leader of the future will be just 
about everyone.” S
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Mental health – 
not to be ignored
With the focus of this year’s World Mental Health Day 
(10th October) on workplace wellbeing, it’s certainly 
time to make employee mental health a priority. Thanks 
to your unique EA position, you’re perfectly placed to 
help make this happen, says Charlotte Buxton

j

At least one in six workers experiences common mental 
health problems, including anxiety and depression, 
according to mental health charity Mind. Although hard-
hitting campaigns have seen society make great strides 
in reducing stigma, there’s still much to be done when it 
comes to discussing the issue in the workplace. In fact, 
the World Health Organisation research found that, unless 
improvements are made, 12 billion working days will be lost 
globally to depression and anxiety every year until 2030 – a 
cost of billions worldwide.

Firstly, education about what mental health actually is 
and how it affects people is vital. The Institute of Leadership 
& Management found that half (51 per cent) of employees 
with mental health issues said nothing changed when they 
reported it to their line manager. Worse still, eight per cent 
were sacked, forced out, demoted or subjected to disciplinary 
action. With more than two thirds of managers receiving 
no awareness training, it’s clear there’s a critical gap in 
organisations’ knowledge about employee mental health.

Mental health and the EA
As the eyes and ears of the boss, you’re well-placed to spot 
when colleagues are struggling. Your close connection to 
the top also presents a unique opportunity to influence 
leadership when it comes to putting support policies and 
programmes in place. But, in a high pressured role, it’s 
important you look after your own mental health, too. 

Helen Rees, PA to the chief executive at Marwell Wildlife, 
says: “We spend such a lot of our time supporting our 
executives and relieving them of stresses so they can focus 
on the strategic side of the business. You’re the person 
people come to for efficiency, to take the pressure off and to 
do tasks that wind others up. But if we don’t look after our 
mental wellbeing, we’re no use to anyone.” 

Helen suggests that positively framing the importance 
of mental health care helps to secure senior buy-in: “The 
conversation can often start from such a negative place – it 
comes up because companies don’t want people taking 
days off sick or having to leave altogether. What we need is 
for people to understand what mental health and support 
means, and the benefits it brings to everyone.”

Many EAs find themselves acting as a confidante for 
colleagues. Executive PA Media advisory board member 
Lily North, EA at Halikos Group, said: “EAs hear people’s 
problems and issues probably more than others. People tend 
to open up to you more, which brings with it responsibility.”

Julia Robertson-Avenell, co-founder of the Essex PA 
Network, says it’s vital that workplaces are proactive and 
reach out to those in need: “If you were worried about 
someone in your circle of friends, you’d speak up or 
approach them to see if everything was ok – the same needs 
to be brought into the office environment. We spend more 
time at work than at home, so should be educated to be 
supportive. It shouldn’t be seen as a weakness.”  
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MENTAL HEALTH

 “People end up stigmatising 
themselves as they want 
to be seen as functioning 
and productive but can’t 
because of their depression. 
This can really affect 
people’s confidence”
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ADVICE

Our cognition (our ability to think and understand things) is a major 
indicator of our mental health. Keiron Sparrowhawk recommends that 
PAs review how they and their colleagues are doing against each of the 
five key domains of cognition to help spot when people are struggling:

Executive function
What is it? Our ability to learn, organise, self-regulate our reactions, 
and be creative 
What are the signs? They seem to be stuck in a rut and unable to think 
beyond how difficult everything seems. They may also be prone to 
outbursts.

Working memory
What is it? Our ability to solve problems 
What are the signs? They’re unable to cope with problems, or make 
decisions – simple tasks, such as replying to emails can be too much. 
They may become withdrawn, bully others or blame others when 
they’re unable to answer a question or take something on.

Attention
What is it? Our ability to focus and divide our attention between 
different tasks
What are the signs? They can’t focus – that to-do list just keeps 
mounting up.

Episodic memory
What is it? Our ability to recall times and memories to relate to 
different contexts
What are the signs? They can’t offer their wisdom when asked for 
advice. They can’t relate to you or the issue.

Processing speed
What is it? Our ability to put our thoughts into action with speed and 
accuracy
What are the signs? Things start to fall behind and they can’t prioritise. 
They can’t give useful, quick answers to questions. 

How to spot if someone’s 
struggling…

MENTAL HEALTH

Causes and effects 
When we talk about mental health, we’re talking about 
several different conditions. This includes anxiety disorders, 
depression, phobias, obsessive compulsive disorder, post-
traumatic stress disorder, bipolar disorder, psychotic 
disorder and personality disorders. Some people will 
experience more than one condition at a time and they’ll 
appear differently from person to person.

These can be caused by a vast number of factors, such as a 
trauma, loneliness, a stressful and life-changing event, long-
term stress, substance abuse and genetic factors, according 
to David Brudö, CEO and co-founder of mental wellbeing 
and personal development app, Remente. 

He says: “While the cause may be difficult to determine, 
the effects of mental health conditions can vary, from mild 

to severe. For example, those suffering from illnesses such 
as depression or anxiety might find they become distracted, 
which, in turn, can affect their work performance. Similarly, 
they might lose interest in things that previously interested 
them, from career and hobbies, through to friends and 
relationships. This loss of interest could result in missed days 
from work, forgetfulness when it comes to deadlines and 
frequent mistakes.”

More than 600 million people worldwide suffer from 
depression or anxiety, according to the World Economic 
Forum. Priscilla Mgute, a qualified mental health nurse and 
lead facilitator at Clearfocus Training, says depression has 
a huge impact on people’s mood, which can make work 
challenging: “You have days where you’re very low and very 
tired. People end up stigmatising themselves as they want to 
be seen as functioning and productive but can’t because of 
their depression. This can really affect people’s confidence.” 

And, although stress itself isn’t a mental health 
condition, too much of it can lead to significant problems. 
Considering PAs’ huge remits, it’s important to keep an eye 
on stress levels. Rebecca Fairbrother, founder of workplace 
wellbeing business Well Aware, says: “When stress becomes 
chronic, i.e. prolonged, it can make people more susceptible 
to developing a mental health problem like anxiety or 
depression.”

Let’s talk…
Dr Dimitrios Paschos, a consultant psychiatrist at 
Re:Cognition Health, says that communication is key: 
“It needs to be tailored to the individual’s needs. When 
somebody comes forward with a mental health concern, 
there needs to be a discussion in an atmosphere of trust 
about what would help.” 

Meanwhile, Keiron Sparrowhawk, a former neuroscientist 
and founder and CEO of MyCognition, recommends PAs use 
the five key domains of cognition (see our handy table for 
reference) as a basis for discussion with a colleague they’re 
worried about: “It’s much easier to say to somebody that 
you’ve noticed that they’re withdrawn or struggling to focus 
than to say you think they may have a mental health problem.”

Mental health charity, Mind, says there are a number of 
things you should do when discussing mental health with a 
colleague:

w Go somewhere private
w Avoid making assumptions about what they’re 
experiencing or why it’s happening
w Respond flexibly, remembering that every person’s 
experiences and needs will be different
w Be honest about any concerns, such as absence or 
performance
w Be clear regarding what information the person wants to 
be passed on and to whom
w Then create an action plan to help them manage their 
conditions at work, identify triggers and set out the support 
they need, for example flexible working or increased one-to-
one time.

PAs wishing to speak up about their own mental health 
should consider how and when to have the conversation 

j
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*  Book from 13 September to 31 December 2017 for an event held from 1 January to 30 June 2018 and let us know why TFE Hotels is your choice of 
meeting venue. For full terms and conditions visit https://www.tfehotels.com/terms-conditions. The Velocity Membership Terms and Conditions apply, 
vailable at velocityfrequentflyer.com/content/termsconditions.

VELOCITY 
FREQUENT FLYER

POINTS* 

WIN YOUR 
SHARE OF

1 MILLION

HOLIDAY ON US 
Win a share of 1 million Velocity Frequent Flyer Points  
when you book your 2018 meeting or event at any  
participating TFE hotel across Australia or New Zealand*

Find for more information 
email meet@tfehotels.com 
or visit meetings.tfehotels.com

and source any supporting information to help. Mind offers 
a template Wellness Action Plan online – complete it in 
advance to think through your needs and consider what 
would help you stay well at work.

A state of flux
Businesses are constantly managing change and for those 
with mental health conditions, it’s particularly important 
that reassurance is provided. 

David Brudö from Remente says: “Whenever a company 
is going through a change, whether expanding, opening 
new offices or even relocating, it’s important that all 
employees receive the necessary support – especially those 
who struggle with mental health, as change could be more 
difficult for them.” 

EAs can help by sharing messages about where the 
company’s going and the impact it’ll have on employees, 
plus identifying people in need of support.

Putting it into practice
There are a range of initiatives available that you can suggest 
to the boss to support better mental health:

w Mental Health First Aid (MHFA)
MHFA is an international qualification in how to identify, 
understand and help someone with a mental health 
issue. Courses range from half a day to two days. Consider 
whether you or a colleague (or a group, if you work for a big 

ADVICE

MENTAL HEALTH

Useful apps to support 
mental health

j

Elefriends is run by mental 
health charity Mind. It’s an online 
community where people can 
share their experiences and listen 
to others.

FearTools is an anxiety kit; an 
evidence-based app designed to 
help you overcome anxiety.

Headspace takes you 
through 10 minute meditations 
to help you live more mindfully. 
Sessions are available by theme, 
including stress, self-esteem, 
acceptance and balance. 

MoodTools is a depression 
aid, designed to help you lift 
your mood. It includes a series of 
tools to help analyse thoughts, 
track symptoms and provide 

emergency information in the 
event of a suicidal crisis.

My Cognition PRO allows 
you to assess your cognitive 
health in the workplace. 
Personalised training is then 
made available based on the 
results.

Remente is designed to help 
train mental strength so you can 
focus on what’s most important 
– set goals, find balance and stay 
healthy.

Wellmind is an NHS app 
designed to help people 
cope with stress, anxiety and 
depression. It offers tools to 
help improve mental health and 
wellbeing, and advice.
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MENTAL HEALTH

company) could be your organisation’s nominated mental 
health first aider(s).
w Mental health days 
Taking a day for the purposes of supporting mental health 
can make a huge difference. EA Lily North says: “For EAs, 
burn out is a very serious issue. I took a mental health day 
this year because I needed to switch off – sometimes it all 
just gets a little too much! The important thing is that my 
boss completely understood and there was no negativity 
because I needed a day off.” So, champion mental health 
days by helping senior leaders understand the benefits – and 
suggest a policy to empower colleagues to take days off when 
they are needed.
w Breathe easy
Many organisations offer relaxation and meditation 
workshops to support wellbeing. It teaches people to manage 
their thoughts, maintain focus and cope with stress and 
anxiety through meditation. Could a taster session benefit 
your workforce?
w Sing your heart out
Marwell Wildlife has had a choir for five years and PA Helen 
says: “Singing is a great way to bring people together, create 
a sense of community and find moral support. We have a 
colleague who experienced crippling anxiety problems – 
they joined the choir and it’s had a huge impact on their 
confidence. No matter what kind of day you’re having, choir 
will make you feel better.” Could you use meeting rooms 
over lunch, and split the cost of an external musical director 
between attendees? 
w Wellbeing resources 
Marwell Wildlife also has an employee assistance 
programme; an online portal offering information about 
counselling, health and wellbeing. It’s had huge take-up and 
resulted in increased mental health awareness organisation-
wide. So, if your company needs to get its facts straight, get 
together with other PAs, do your research and present senior 
leaders with solutions.
w A ‘no stigma’ culture 
Creating an environment where people are encouraged 
to speak openly about mental health helps better support 
employees. HR software company CharlieHR holds talks 
led by team members or external speakers about their 
own experiences of depression or anxiety, as well as group 
therapy sessions where people can talk openly. Training for 
colleagues in the importance of mental health is a good place 
to start in creating this culture.
w It helps to talk
Organisations, such as marketing platform Memiah, offer 
free counselling to staff. Employees are given access to 
a directory of counsellors and the counsellor can either 
invoice the company or the employee can be reimbursed. 
So, if there’s appetite for this in your business, take the idea 
to your executives who can establish available budget and 
check out online directories to find support in your area. 
w Training
There are a wealth of organisations running training for 
companies to boost mental health awareness and help 
bosses identify how best to support employees – if you 
spot a knowledge gap, explore potential options and make 
recommendations to your executives. S

j

PA PROFILE

Debbie Hall, a PA at Barclays Bank, shares 
her own experience of working with an 
understanding boss: 

“I’ve suffered with mental health issues since 2014 – 
when well, I have a vibrant personality but on my low 
days the last thing I want to do is to put on a face and 
pretend to be happy. I’ve worked for Barclays for 28 
years and, since being diagnosed, my director and 
Barclays have supported me throughout by having 
time out sick when needed and the ability to work 
from home when required. 

“I’ve since been diagnosed with underactive thyroid 
and possible ME, so travelling into London and not 
having a rest at lunchtime impacts me mentally and 
physically. Again my company and director have been 
brilliant in helping me continue to do my job remotely.

 “By having support and understanding of my 
conditions, it’s helped my mental health as I really 
love my job – it’s what I’ve done since I’ve left school 
and it gives me a purpose to get up each day. I check in 
with my doctor on a monthly basis and review what’s 
right for me and the company but, so far, with the 
help of agile working it’s not yet impacted my services 
to my directors. 

“Mental health is a tough one as on the surface you 
look okay. I’ve had to explain my symptoms to my 
bosses and PA peers, which, over the years, has been 
hard but worthwhile in helping their understanding of 
the symptoms.”

Debbie’s story…

20 Executive PA | October/November 2017

16,17,18,19,20_EPA_Oct_Nov17.indd   20 24/10/2017   10:17



PROMOTIONAL FEATURE

+61 7 3188 7373 | www.bneacc.com.au | h9559-sb@accor.com

Located adjacent to the Domestic Terminal of Brisbane Airport, the Brisbane 
Airport Conference Centre offers dynamic, state-of-the-art meeting and event 
spaces. 

With 11 meeting spaces over 1,800 sqm, BACC offers flexible, multi-purpose 
spaces to accommodate meetings, events, conferences and more formal 
occassions including awards nights and gala balls.

In providing a truly integrated offering for guests and visitors, BACC adjoins the 
5-star Pullman Hotel Brisbane Airport and the midscale ibis Hotel Brisbane Airport.

Contact our friendly Sales Team today to discuss how we can help plan your next 
function.

Executive Assistant?
Be informed. Be inspired. Join now.

www.executivepa.com
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EA to a manager 
1,000 miles away 
Whether you’re a permanent virtual PA or your 
boss is just partial to an overseas trip or ten, Tim 
Stackpool shares the top tools for EAs working 
with a remote boss

When the power of the Internet was first 
realised, brand new adaptations of traditional 
roles began to challenge the status quo. Office 
work, data entry, transcription services, word 
processing and desktop publishing could now 
be undertaken by contractors anywhere in the 
world. Out of this realm also rose the casual virtual 
PA, where unseen help in a remote country would 
take calls, receive and respond to emails, book 
appointments and manage travel. 

While still available today, it’s now more 
of a niche opportunity for unique managers, 
as delegating at a distance and issues of 
confidentially all present significant challenges 
for a casual virtual assistant.

But, out of this corner of the shiny new world 
wide web came the need to develop better 
communication tools, exploiting the need to share 
and track micro-projects, while making the entire 
experience appear transparent. 

Today, full-time PAs can work thousands 

TECHNOFILE

of miles away from their manager and, while 
this may not be the most desired of working 
relationships, in some cases it’s unavoidable. But 
online technology makes a world of difference 
and some applications can easily be adapted to 
the role of the regular PA. So, let’s take a look at 
what’s out there:

Collaboration
The ability to collaborate is paramount and being 
able to share a single Word document, for example, 
without multiple versions flying around, is essential. 
w Google Drive is one online service with a 
built-in word processor, spreadsheet, and a 
presentation tool, which can be viewed and 
edited by multiple users at once. Any changes 
can be tracked, and changes made by individuals 
can also be identified. This makes remote 
proofreading and approving files easier. 
w Microsoft Office 365 and Zoho Docs include 
similar features. 

Diary management 
Calendar sharing assists with remotely making 
and keeping appointments. 
w Microsoft Outlook is one of the more popular, 
generally due to the ubiquitous use of MS Office 
across business.
w Google Calendar is also worth considering as 
one account can be broken-up across multiple 
calendars, meaning a social calendar can be 
separated from a business-hours calendar.  
w Teamup is another alternative shared online 
calendar application for groups. It claims to 
simplify what it takes to get organised and keeps 
everyone up-to-date. And a bonus for certain 
users could be that Teamup can sync with both 
Outlook and Google calendars itself.

Call management
Being able to economically take calls across vast 
distances is satisfied by a multitude of mobile 
phone plans and apps. 
w Facetime (for Apple users only) is perfect for 
keeping in touch, either via video or audio. 
w Messenger, originally from Facebook, now 
stands alone as separate app, and can be used to 
make Internet phone or video calls, like Facetime. 
w WhatsApp works similarly, adding end-to-
end encryption into the latest version of the 
app. When end-to-end encrypted, WhatsApp 
messages and calls are secured so only you and 
the person you’re communicating with can read 
or listen – no-one else can, not even WhatsApp. 
w Skype is a traditional favourite, but adds more 
functionality (for a fee). Users can make calls 
to real telephone numbers – a great advantage 
if you’re calling a non-Skype user. You can also 
register a real telephone number with Skype, so 
non-Skypers can call a local number, which you 
pick up within Skype. S

THE EXPERT

Tech expert Tim is the 
technology writer for 
Executive PA Media. 
He can be heard on 

talk radio in his native 
Australia and is a tech 

presenter speaking 
at conferences and 
trade shows about 

technology’s impact on 
work and lifestyle.
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PROMOTIONAL FEATURE

+61 7 4948 5909
lorelei.vandalen@tourismwhitsundays.com.au
www.tourismwhitsundays.com.au/business-events

Request a proposal today!

Whitsundays Business Events is giving away a FREE three-night stay for two in the Whitsundays 
for every event confirmed at a Whitsunday venue between 1 November 2017 and 31 January 2018!*

The complimentary three night stay for two includes accommodation in an Ocean View Room at Coral Sea Resort 
(Airlie Beach), a buffet breakfast for two each day, plus a $150 dinner voucher and complimentary bottle of wine for 
two at The Clipper Restaurant and Lounge.  
 
*T&Cs apply

The Whitsundays
Wonderful Business Events

Who wouldn’t            a free holiday?

¡	Direct flights from Sydney, Melbourne & Brisbane

¡	Award winning dining

¡	Air-conditioned conference facilities

¡	Stunning social venues with picture perfect views

¡	Amazing activity & team building opportunities

¡	Full & half day delegate packages

¡	Range of accommodation styles

Surreal Events

Reservations/contact phone number: Free call 1800 075 061   |   Phone: 07 4964 1340   |   Address: 25 Ocean View Avenue, Airlie Beach Q 4802  
Email: events@coralsearesort.com   |   Website: www.coralsearesort.com
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PRODUCTS

OFFICE E SSENTIALS
The latest must-have products for the office

EPIC APP

Pocket
getpocket.com

  

If Evernote feels overwhelming, Pocket 
makes it easy to save videos and articles to 
peruse later. So, when you’re tired of social 
networking but still want to wind down at 
night with something interesting, Pocket 
will be your best friend. Even better, you 
don’t need an internet connection to view 
what you’ve saved. And it’s free.

STORAGE

Balloon Pin House
cliveroddy.co.uk

Get ready to go up, up, and away with the Balloon 
Pin House Pin Storage. Delightfully adorable 
and highly useful, this system keeps your pins 
organised and ready to be used. It can be hung or 
placed anywhere and holds a whopping 300 pins. 
The charm comes when you realise the Balloon Pin 
House gives the illusion that the pins are actually 
balloons and allowing the house to float. And the 
cork ball core stays in place thanks to securely 
mounted robust steel pins and a brass tubed 
chimney. It’s made from real birch plywood and 
will left the mood of any office.

EPIC APP

Toggl
toggl.com

  

With one click, the Toggl timer tracks 
where every second of your time is going, 
making it ideal for anyone who needs to 
log billable hours. You can log as many 
projects or clients as you want, view 
colourful graphs, export timesheets and 
sync your numbers with several project 
management apps. 

FURNITURE

Steelcase Gesture 
Ergonomic Chair

steelcase.com

Ensure comfort throughout the workday with 
the Steelcase Gesture Ergonomic Chair. Taking 
inspiration from your body’s natural movement, it 
conforms to your every curve, using 3D LiveBack 
technology that allows the chair to automatically 
adjust. This movement mimics that of your spine 
to support you with every posture. In addition, 
the technology works with the seat and the 
armrests to give you total body comfort. Coming 
in eight colours, the Gesture Chair comes with the 
Steelcase warranty to ensure its quality.
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PRODUCTS

ACCESSORIES

Avalon Pencil Sharpener
amazon.com

Featuring high-end durable plastic and ultra-
strong titanium bonded blades, this sharpener 
won’t dull and will last you year after year. A 
clear view window gives you a live-view of the 
mechanics at work and shows when the tray 
needs to be emptied. An award winning auto-feed 
feature draws the pencil in for the perfect point 
while a safety cap will automatically shut down 
the sharpener when removed. The heavy duty 
sharpener is sturdy enough to remain in place 
during use but won’t crowd your desk.

EPIC APP

Pushover
pushover.net

  

This game-chanding app sends push 
messages to any smartphone and 
organises messages and notifications 
from your device in one common space. A 
massive 7,500 messages can be sent each 
month and you can receive an unlimited 
amount of notifications on Android, iPhone, 
iPads, Apple watches and all desktops. 

ACCESSORIES

Tabolap Laptop Case
tabolap.com

Often on the go? Take your office with you! 
Equipped with everything you could possibly 
need, this ingenious bag enables you to make the 
world your workplace. It fits laptops and tablets 
up to 13 inches on top of the sturdy and non-slip 
surface while you work and features a ventilation 
system so your devices won’t overheat. There are 
even retractable shelves – a cup-holder for your 
coffee and one for your smartphone, tablet or 
writing materials (this one can also be flipped over 
and used as a mousepad) Finally, it’s entirely TSA 
friendly for US-bound bosses.

HARDWARE

HELLO
solaborate.com

How handy would it be to have a TV that’s an 
all-in-one, voice-controlled smart office device for 
video conferencing, wireless screen sharing, live 
broadcasting, security surveillance with motion 
detection and more? In fact, the latest update of 
the HELLO cross-platform communication device 
promises support for Microsoft Skype, Facebook 
Messenger, Google Hangouts and Cisco WebEx, 
too. It works as an easy extension of the already 
feature-rich Solaborate platform, designed for 
individuals and remote working teams that expect 
high quality yet simple experiences. 
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ACADEMIC VENUES

There are many reasons why booking 
an academic venue makes sense – not 
least because your delegates will get 
to tread the same floors as many of 
the greats. Current Australian Prime 
Minister Malcolm Turnbull studied law 
at the University of Sydney whilst Jiang 
Jianqing – Chairman of the Industrial 
and Commercial Bank of China (ICBC) 
– graduated from Shanghai University 
of Finance and Economics. Meanwhile 
Kate Middleton, if crowned Queen, 
will be the most educated Queen in 
the UK thanks to her degree from the 
University of St Andrews. 

And while bagging a venue that’s 
held in high regard for its quality of 
teaching is a bonus, you’ll find that 
many schools, colleges and universities 

Making the grade
From historic buildings through to purpose-built 
modern venues – academic institutes are all set up to 
play host to your next event, says Cora Lydon

are actually supremely set up for all 
manner of events.

Once upon a time these types of 
venue were seen as rather niche – ideal 
for housing large groups of people but 
somewhat lacking in personality. Not 
so now – the industry has caught up 
with the rest of venue hire market and 
they sit comfortably up there with 
hotels and conference centres. 

Myth: You can only book for school 
holidays
The upwards trajectory of academic 
venues has seen many places of 
education opening up their doors to 
non-students in term times as purpose-
built, dedicated options are being built. 
Traditionally, academic venues were 

only available for hire during holidays, 
but now many – with the exception 
of most schools – can accommodate 
students and delegates simultaneously, 
and you won’t even know it. 
w EA suggestion: If you’re booking 
for an event during term-time, do 
liaise closely with the event team to 
check there’ll be plenty parking, and 
also to work out timings. A slightly 
later start will not only be appreciated 
by delegates, but also means they’ll 
avoid arriving at the same time as 
students. If there isn’t a separate space 
for lunchtime then consider taking 
delegates off campus to enjoy a break 
from proceedings in peace.

Myth: You’ll have to share space 
with students
Wrong. Alternative entrances, large 
conferencing rooms and private 
dining spaces all mean your delegates 
can go about their business with no 
interruptions. 
w EA suggestion: Make sure you ask 
the question to your on-site event 
planner about any transient traffic and 
how best to organise your timetable to 
fit around the students. Of course, with j
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Your modern day menu

CATERING |  EVENTS |  VENUES

Catering to any locat ion in Sydney, for a truly memorable event.

hostcosydney.com 

£95 +VAT

RESIDENTIAL
DELEGATE RATES

FROM
+VAT

RESIDENTIAL
DELEGATE RATES

Providing conference venues, 
accommodation and dining 
on one site in London E1 
throughout the summer 
as well as year-round 
venue hire.

ALL YOUR SUMMER
CONFERENCE NEEDS 
ON ONE SITE IN 
CENTRAL LONDON

020 7882 8174 QMHospitality.co.uk
Academic 
achievements
If you want to really impress your delegates, 
you’ll want a venue with prestige. The Times 
Higher Education World Reputation Ranking 
2018 highlights the most esteemed academic 
institutes worldwide.

IN THE UK

 Pos* | Institution 

 1 | University of Oxford

 2 | University of Cambridge

 8 | Imperial College London 

IN AUSTRALIA

 Pos* | Institution 

 32 | University of Melbourne

 48  | Australian National University

 61 | University of Sydney

IN ASIA

 Pos* | Institution 

 =22 | National University of Singapore

 =27 | Peking University, China

 30 | Tsinghua University, China

IN THE US

 Pos* | Institution 

 =3 | California Institute of Technology

 =3 | Stanford University

 5 | Massachusetts Institute of Technology

* Worldwide ranking

You’ll be in  
good company…
Businesses worldwide know they’re on to a 
good thing with an academic venue playing 
host. In the UK, businessman and face of 
The Apprentice, Lord Alan Sugar swapped 
the Boardroom for the De Vere East Midlands 
Conference Centre (a dedicated site on the 
campus of the University of Nottingham) for 
a Q&A session.
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Product launch or private board meeting, having the right space supports the outcomes you 
wish to achieve. Elm Grove is the purpose-built, state-of-the-art environment that delivers.

SOUTH OF HAMMERSMITH BRIDGE
DIRECT LINK FROM LONDON WATERLOO

Find your space at www.elmgrovespace.co.uk
020 8392 3505     @RoeVenues

ELM  
GROVE

cutting-edge
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ACADEMIC VENUES

dedicated sites it won’t be an issue. You 
could also consider incorporating the 
alumni into your plans. If your chosen 
venue has a catering study department, 
for example, strike a deal to keep costs 
down by getting students to provide 
for your event. Or, if you’re after some 
low-cost evening entertainment, speak 
to the arts department to see if there’s 
a dance troupe, art collection or drama 
group who could oblige.

Myth: The facilities will be tired
Banish those memories of faded 
corridors, dusty chalkboards and grey 
canteens – academic venues come 
in all shapes and sizes and they’re 
anything but tired. Many charge tuition 
fees to their students, which helps 
generate income to invest in world-
class facilities. And whether you want 
something ultra-modern or a historic 
outlook, al fresco or inside, you’ll find a 
huge variety of options on offer. 
w EA suggestion: The main aim of 
any academic institution is to impart 
knowledge to students and inspire the 
next generation – which is often the 
same goal for many a conference event. 

So, take advantage of everything the 
site has at its disposal. Many universities 
are ahead of the curve when it comes 
to technology – after all, many of 
their students are Generation Z and 
expect highly sophisticated media and 
technology in the classroom. Therefore, 
you can expect to have all manner of AV 
and tech equipment at your fingertips 
– much of it already integrated into 
the environment. There’s nothing 
like delegate engagement, real-time 
intelligence, gesture control and virtual 
reality tech to bring an event to life.

Myth: There’s no accommodation
While there is some truth in this, you’ll 
find most of the academic spaces open 
to external events will have some 
accommodation. At the more basic end 
it may be that outside of term-time you 
can book the halls of residence for your 
delegates, while others have a suite of 
guest rooms (that could rival any hotel 
offering) as standard. 
w EA suggestion: If there isn’t 
accommodation, don’t let it put 
you off – due to families and friends 
visiting students away from home 

there’ll always be affordable hotels 
within the locality. Factor in some 
additional budget for minibus transfers 
to make it as easy as possible. And, 
with academic venues coming at a 
reasonable cost, you may find you can 
still spend less, even with additional 
hotel and travel costs.

Myth: Boring surroundings, boring 
conference
Not so – in fact, you could really 
elevate your next event by tapping into 
the expertise of your chosen venue. 
w EA suggestion: Many colleges and 
universities specialise in specific 
topics, for example, science, the arts 
or sport. And so the faculty could be 
the perfect place to start your search 
for guest speaking opportunities. 
This is particularly appropriate if your 
conference is on a particular topic and 
it links into the venue’s expertise. 
You’ll be able to access leading 
academics to add credibility to your 
event. Plus, there’s usually oodles of 
outside space, which means plenty 
of al fresco networking, or break-out 
space to shake things up. S

j
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SOUTH EAST ENGLAND

Looking outside these key urban 
regions you’ll soon find an abundance 
of unique destinations crammed 
with personality. Many offer the 
same accessibility and technological 
infrastructure you’d expect from a 
major metropolis, which means they’re 
capable of meeting even the highest 
conference and expo demands. 

South East England is arguably top 
of this list, so it’s easy to understand 
why this area is fast becoming one 
of the most popular choices in the 
country for meetings and corporate 
gatherings. In addition, the South East 

A hidden gem for 
British business
As it stands, more than 90 per cent of the UK population 
now lives (and works) in one of the country’s cities with 
big hitters like London, Manchester and Glasgow seeming 
to hog much of the limelight. But it’s time to look beyond 
the big guys, writes Richard Trenchard

Local Enterprise Partnership has seen a 
rapid growth in the creative economy 
– there are more than 15,000 creative 
businesses but the region is also 
popular with high-tech companies. 

Getting in and around
For international visitors, South East 
England couldn’t be easier to reach. 
Heathrow and Gatwick airports both 
serve the region and are the busiest 
in the UK – amongst the busiest in 
the world, too. For internal flights, 
Southampton Regional Airport 
connects South East England with j

much of the UK.
Those arriving from other parts 

of the country may find it more 
difficult, in fact, with fewer internal 
flights than in the past at the 
aforementioned airports. Having 
said that, the country’s rail network 
– while notoriously expensive for 
long distance, short notice trips 
– is amongst the world’s most 
comprehensive. Bear in mind though, 
the majority of passengers will need to 
arrive into one of the London terminals 
before transferring for their onward 
journey. 

Leeds Castle, Kent
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SOUTH EAST ENGLAND

Taxis for longer distances are 
unlikely to be the most cost-effective 
mode of transport, although for more 
remote venues it may be necessary 
to consider some form of private car. 
Most destinations will be within one 
hour, or 90 minutes maximum, from 
the capital. It’s also worth checking 
whether your boss’ destination venue 
offers a free shuttle service – often 
those which double up as a tourist 
attraction do.

An abundance of options 
Larger than any single county, there’s 
no official start and end to this area. 
With that in mind, we’ve attempted 
to focus down on the most popular 
choices for business destinations. 

Brighton & Hove is high on the 
list for conferences and expos. 
Neighbouring towns that form one 
city, the seaside resort is known for 
nightlife and its alternative spirit 
but, nevertheless, there are many 
possibilities here for work trips, from 
huge exhibition centres to heritage 
hotels packing state-of-the-art kit. 

Guildford, located in Surrey, is 
another big hitter in the business 
market, thanks to its proximity to 
Heathrow Airport and good links to 
London. The area isn’t as well known 

for its leisure offering, but has plenty of 
historic sites to wow delegates.

The Royal Borough of Windsor (just 
15 minutes from Heathrow) offers more 
intimate options for business so it’s 
unlikely you’ll be organising anything 
larger than a board or general meeting. 

Kent is a county in its own right, 
directly bordering Greater London, 
with towns like Canterbury, Maidstone, 
and Gillingham located here. 

Southampton, which is further away 
from the London sprawl, is a city, too, 
and offers the benefits and facilities you 
would expect of a city. It’s also one of 
the busiest seaports in Europe.

Essential education 
England is the largest country in the 
United Kingdom, which should not 
be confused with the British Isles (an 
unofficial region that also includes the 
Republic of Ireland). 

The government is a constitutional 
monarchy and is regarded as extremely 
stable, although current politics are 
a bone of contention for many, with 
widespread uncertainties about the 
upcoming departure from the European 
Union. Even so, the economy has 
maintained an upward trajectory, and 
the South East is the second richest 
part of the country. 

The currency is British Pound 
Sterling and, despite taking a knock 
due to the EU referendum last year, 

Elaine Colley is destination partnerships 
and business development manager 
at Tourism South East, which manages 
the new MEET Beyond London website, 
showcasing the array of venues in the 
region. She says: “The extensive road and 
rail networks across the South East really 
do make the region so accessible – it can 
often even be less hassle and cheaper 
than getting into London! And there’s 
something different around every corner 
– Windsor offers some very lavish event 
space, just 15 minutes from Heathrow 
and without the London price tag, whilst 
Guildford and Maidstone have an array 
of modern and heritage-style venues, 
accessible by train in just 35 minutes from 
the city.”

Travel and 
getting around

EXPLORE

Like in the rest of the country, meetings in 
South East England tend to be formal with 
an emphasis on presentation and delivery. 
And Britons, in general, are known for 
their sense of humour – dry and bordering 
on sarcastic; something your boss may 
understand more at the often-obligatory 
post-conference drinks.

Meet and greet 
culture

EXPLORE

j

many visitors arriving from other 
countries will find prices relatively 
high – although this will depend on 
which town your employer is visiting. 
For the South East, Brighton is likely 
the most expensive destination for 
living costs. 

The South East of England has one 
of the more pleasant climates of the UK 
and is the country’s sunniest region – 
the entire section of coastline averages 
more than 1600 sunshine hours per 
year, and more than seven hours each 
day at the height of summer. But, 
the unpredictable British weather 
does reign supreme so out the local 
restaurant offering and book your boss 
somewhere special – and dry! – to 
impress clients. S

Bombay Sapphire
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As a world famous tourist attraction, 
welcoming guests for over 65 years, 
it is the perfect venue to host your 
perfect corporate event. Longleat 
has event facilities ranging from an 
Elizabethan penthouse suite for up 
to 40 to a brand new, self-contained 
event facility for up to 500. 

Not only can your guests enjoy 
the romantic and exquisite views of 
Longleat’s gardens, they will have 
the opportunity to hightail into the 
immersive Safari Drive-Through, or get 
up close and personal with exotic and 
fascinating animals. With so much to 
do at Longleat, they can design bespoke 
packages for your events, to ensure 
you fit everything in; whether that be 
to walk amongst the lemurs, ride the 
Jungle cruise to visit Nico the Gorilla, or 
get lost in the Famous Hedge Maze.

Longleat boasts an exceptional 
in-house catering team who can design 
and deliver a wide variety of catering 
choices. From Sumptuous multi-course 
dinners to lunch vouchers, from bacon 
butties to full cream tea, and from 
Christmas lunch to a finger buffet, they 
will create a package to suit your day 
perfectly.

Newly built in 2016, The Longhouse 
is a self-contained corporate event 
venue. Perfect for large events, including 
those requiring access for a car.A 
modern and versatile space, with state-
of-the-art lighting technology, 676m² 
of floor space, private washroom and 
kitchen facilities and its own garden.

For something a little more intimate, 
Lord Bath’s Banqueting suite is located 
in the penthouse apartments of Longleat 
House. Although this area is the most 
recently furbished space in the House, 
the prevalence of ancestral portraits 
by Lord Bath himself, decorating the 
space, allows any gathering taking 
place here a dynamic and Inspirational 
feel. The Banqueting Suite is comprised 
of two separated spaces; one with 
permanent staging which is ideal for a 
presentation, and another larger room 
perfect for refreshments or activities.

Whether it’s a base for the day, or 
a unique exhibition, a conference for 
four hundred, a fun day for thousands 
or an exclusive dinner; Longleat’s 
flexibility, location and facilities offers 
a venue of canvas; for you to design 
your own bespoke event at Longleat. S
longleat.co.uk/business

Longleat 
Longleat estate spans 900 acres of rural parkland and is home to the first Drive-
Through Safari outside of Africa, as well as the exquisite, Elizabethan Longleat House

PROMOTIONAL FEATURE

October/November 2017 | Executive PA 33

33_EPA_Oct_Nov17.indd   33 24/10/2017   10:25



ADELAIDE

Home to more than 1.3million (75 per 
cent of all Southern Australians) the 
city is a bona fide centre of commerce, 
boasting all the benefits you associate 
with such settlements. 

Truly cosmopolitan, it still retains 
a laid-back attitude at odds with its 
metropolitan status. Unemployment 
rate in the wider state is the highest in 
the country, but thanks to its fantastic 
green spaces, lack of congestion and 
comparatively low crime rates in most 
areas, The Economist magazine has 
ranked Adelaide in its list of the Top 
10 Most Liveable Cities four times in 
the last seven years. Economically 

Adelaide’s  
up-and-coming,  
for sure
While Sydney and Melbourne often dominate any 
talk of business Down Under, only the short-sighted 
would overlook Adelaide, says Richard Trenchard
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ADELAIDE

speaking, KPMG’s biennial Competitive 
Alternatives report suggests this is the 
most competitive city to do business in 
the country. 

Getting there and getting around
On that note, Adelaide is fast becoming 
a hotspot for international corporate 
events, but one thing you need to 
consider is how to get the boss, and 
other delegates, here. Australia, on the 
whole, isn’t the most centrally located 
country – and Adelaide isn’t a main 
point of entry. This means the journey 
may require at least two layovers, 
depending on the origin (one layover j

will by Sydney; Australia’s main long-
haul hub, serving destinations across 
the world).

That said, Adelaide’s own terminals 
offer direct connections to many places 
in the Asia-Pacific region, along with 
domestic flights to Sydney, Melbourne 
and other key cities. Notable overseas 
routes from Adelaide include Kuala 
Lumpur in Malaysia, Hong Kong, 
Singapore, Guangzhou in China and 
the New Zealand capital of Auckland, 
all of which have good networks for 
onward connections.

Once in town, the city itself is 
relatively well-served by public 

transport. The Adelaide Metro 
comprises the O-Bahn Busway, diesel 
and electric metropolitan railways, and 
the Adelaide-Glenelg tram is currently 
undergoing another extension. Taxis 
and private cars are also plentiful, 
and will make for simpler journeys, 
and traffic is far less a problem than in 
many comparably sized cities. 

When it comes to arranging 
accommodation for your executive, 
there are abundant hotel options in 
town. The majority are centrally-
located which, given the size of the 
city, means visitors will be in walking 
distance of most major conference, 

w Climate: Thanks to its size, there are huge 
differences when it comes to the Australian 
climate. Adelaide is situated in the centre of 
the south coast, so it benefits from a more 
manageable Mediterranean-style weather 
system when compared with tropical or 
desert areas. 
w Monarchy: Australia remains a member 
of the British Commonwealth, so Queen 
Elizabeth II is the reigning monarch. However, 
the country is a constitutional monarchy, with 
regular, open elections, using a proportional 
representation system. 
w Government: The government is 
stable, although no stranger to controversy 
regarding human rights issues relating 
to asylum seekers and the treatment of 
indigenous races. 
w Currency: The Australian dollar 

Adelaide –  
the facts 

EXPLORE
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ADELAIDE

exhibition and business facilities 
(along with the many extra-curricular 
attractions they should make the most 
of during their stay – after all, it’s 
unlikely people would be here for just 
one night due to its location). 

Money talk
It’s important to arm your boss with 
the basics before they head off for any 
overseas appointments, and money is 
clearly an important factor. Currently, 
financial experts are agreed the 
currency is overvalued, so the value is 
likely to become more favourable for 
foreign visitors – but even so Australia 
on the whole remains an expensive 
country to spend time in. 

Deutsche Bank’s ‘Mapping The 
World’s Prices’ has consistently 
ranked the country as the world’s most 
expensive to live in overall, although 
it’s worth noting that Adelaide is some 
11 per cent cheaper than Melbourne, 
and 21 per cent cheaper than Sydney in 
terms of cost of living, which includes 
transportation, accommodation, 
bar tabs and meals out. Talking of 

which, pies are a mainstay of all things 
Australian cuisine, and must be tried 
while visiting. 

Doing business 
Recognition for its ability to 
nurture and foster everything from 
multinationals to start-ups is a clear 
sign the local council is pro-enterprise. 
In Adelaide meetings are formal but 
friendly and the city has more of 
a down-to-earth mentality when 
compared with Melbourne and Sydney. 
In addition, major steps are being taken 
to achieve ‘smart city’ status, including 
plans to roll out a lightning fast 10GB/s  
fibre optic network.

It’s also renowned for its 
eccentricities, as the Adelaide Festival 
and Fringe Festival prove each March 
when performances take place 
everywhere, from theatres to parks and 
streets. This is indicative of a creative 
spark that seems to course through 
the very fabric of the place. Outside 
this period there’s no shortage of 
entertainment to be found for post-
conference or meeting, either. S

Adelaide is a manageable size, which means 
getting to know its districts is relatively easy:
w For live music and clubs, the West End 
should be on the agenda, with a seriously 
sophisticated bar scene also beginning to call 
this place home. 
w Central Market and Gouger Street offer 
a cuisine experience like few others, with a 
particular focus on Asian eats. 
w The East End is where your boss will find 
the best in designer and vintage fashion 
boutiques, with some great pubs and cafes 
to boot. 
w The fittingly monikered Cultural District 
is one boulevard that hosts the Art Gallery 
of South Australia, the South Australian 
Museum, the Mortlock Library, Parliament 
House and the University of Adelaide. There’s 
plenty of spots to sit out and watch the world 
go by while enjoying a coffee or something 
stronger, giving a strong nod to the city’s 
rapidly developing pavement culture.

A few more tips…
EXPLORE

j
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“This event will more than justify 
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relaxed environment over the course of a
professional development day.
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SINGAPORE

Small but perfectly formed

With its ultra-futuristic skyline and high-tech reputation, 
it’s no wonder the sovereign city-state of Singapore 
consistently performs exceptionally well when it comes 
to places to go for business, says Richard Trenchard
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SINGAPORE

Even Singapore’s origins lie in 
commerce, being founded by Stamford 
Raffles as a trading post for the East 
India Company. In fact, the World Bank 
places it at the top of the leaderboard in 
terms of pro-business nations and the 
Global Talent Competitiveness Index 
put this tiny but productive corner 
of South East Asia’s Malay Peninsula 
at number one for Asia Pacific – and 
number two in the world for 2017. Put 
simply, this is no emerging destination 
for conferences and expos, but one very 
much already at the top of its game. 

Getting in and getting around
Singapore’s Changi Airport is among 
the world’s busiest, partly thanks 
to its place as a key stopover on the 
‘kangaroo route’ between America, 
Europe and Australia. There are flights 
to more than 300 cities worldwide from 
here, with Quantas even preparing to 
switch its Dubai service to Singapore 
from 2018 onwards. 

The island itself is tiny – less than 
1,000 square kilometres – but has a 
high population of 5.6million. So, it’s 
important to consider transfer options 
for delegates carefully as things get 
busy. Traffic is congested (but less so 
than nearby Kuala Lumpur) and one 
common gripe is the selfish attitude of 
many drivers. 

Add to this the congestion pricing 
scheme that’s been in place since the 
mid-1970s, further increasing the cost 
of renting a vehicle, and a personal car 
or private driver may not always be the 
best option. By comparison, city taxis 
are plentiful and cheaper than most 
developed countries and there are also 
two train systems – the light rail LRT 
and metro-style MRT.

Getting down to business
The first thing to understand about 
Singapore is why this place has such 
an incredible reputation for business 
in general – and for that we only need 
look at a few stats. More than half the 
world’s population lives within a seven-
hour flight of the city, meaning it’s 
about as central as you can get globally. 

There are more than 1,700 choices 
of venue for board meetings, major 
expos and more. And with over 150 
international organisations already 
calling the place home, many 
potential delegates are based in the 
neighbourhood anyway. 

The quality of infrastructure goes 
well beyond merely having a great 
choice of spots to book and ease of 
getting here, though. Internet speeds are 
amongst the fastest in the world, with 
the mobile provider Singtel offering 
the most rapid average download rate 
for phones and tablets, at a staggering 
49.80MBp/s. Your boss probably won’t 
be signing up for a contract if they’re 
only in town for two nights, but what 
this means is that state-of-the-art 
comes as standard here. 

Doing business 
With around 40 per cent of the 
population made up of expats, mainly 
from the UK, America and Australia, 
Singapore is at once a fascinating but 
challenging visit for work. There are 
some sensitivities that guests should 
be wary of; largely stemming from 
colonial-era arrogance. As such, 
respectfulness when listening to the j

Singapore has no problems with the size 
of its hotel selection, but moreso with the 
range: low-cost here doesn’t tend to mean 
what you think and, as such, PAs booking 
stays will need to keep an eye on the budget 
as things can quickly escalate. That said, 
reasonable options can be found in and 
around Chinatown, which is also one of the 
most visually arresting and historic districts.

Where to stay
EXPLORE
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SINGAPORE

ideas of local professionals is essential 
in order to cement an effective business 
relationship. This should come 
naturally, though, given the highly 
educated workforce.

Singapore is renowned for 
innovation, both in terms of business 
and culture. A melting pot of peoples 
from various far flung places, not 
to mention those born here, means 
you’ll struggle to find a more diverse 
destination on the planet, and this shows 
in everything from the understanding 
of national and religious identities, to 
knowledge of different cuisines.

Vital knowledge 
In terms of giving your delegates the 
insider knowledge, social norms, 
politics, and money are obviously 
vital to understand. The country is a 
democracy, but the dominant force has 
been the People’s Action Party since 
Singapore split from the UK in 1965. It 
has a largely ceremonial President, and 
policy-involved Prime Minister. 

Praised for its cleanliness, both 
people and authorities have a zero 

tolerance attitude to everything from 
littering (chewing gum is illegal) to 
drugs. Meanwhile, courtesy is a pre-
requisite (when not on the roads, of 
course). 

In terms of cash, it’s safe to say 
any visitor is going to need plenty of 
Singapore Dollars as prices are high. 
The Economist Intelligence Unit ranks 
it as the world’s most expensive city 
and this is reflected in every aspect of 
life here. A basic restaurant meal for 
two can easily break the bank, with 
higher-standard cuisine commanding 
particularly high prices. These bills are 
only increasing – and a key fallout is a 
wildly uneven society. S

The great thing about Singapore is its size – 
you can pack an awful lot into a very short 
amount of time (congestions providing, of 
course!). So, if the boss has time… 
w For art buffs and fans of old world 
architecture: head for the National Gallery, 
housed in the City Hall and Old Supreme 
Court buildings. Alternatively, be directed 
to Gardens by the Bay, which is a futurist 
Disneyland that cost a massive sum to build; 
mixing technology, nature, and sculptures.
w For dramatic cityscapes: the Botanic 
Gardens; a 158-year old tropical garden. 
w For bustling bars and restaurants: Clarke 
Quay (a must for fans of markets and street 
food, too).
w For cocktails: those in the know will 
recommend the art deco-inspired Atlas, cosy 
28 HongKong Street and super experimental 
(both in decor and menu) Operation Dagger. 

Out-of-office 
hours…

EXPLORE
j
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ASK THE CONCIERGE

CORPORATE DINING

INDIAN

Indian Accent 
indianaccent.com/newdelhi

Indian Accent is a showcase for modern 
Indian cuisine, blending traditional 
flavours with global ingredients 
and techniques – and it’s the only 
restaurant in India to feature in the 
World’s 50 Best Restaurants 2017. Chef 
Manish Mehrotra is known for highly 
creative food presented with a flourish, 
from street fruit chaat sangria to butter 
popcorn upma. You’ll love this high-
end dining experience, complete with  
tasting menus and swish cocktails.

1

CHINESE

House of Ming
taj.tajhotels.com

Situated in the Taj Mahal Hotel, this 
classy Chinese restaurant specialises 
in delightful Cantonese and Sichuan 
creations by master chefs. Quiet 
elegance with a soothing colour 
palette, a comprehensive menu and 
great service make this a tranquil and 
Zen experience. The restaurant is 
known for its yin and yang concept 
where tastes are delicately balanced 
– hot, sweet and crunchy with soft 
flavours. Don’t miss the dim sums.

INDIAN

Varq
taj.tajhotels.com

Named after India’s edible gold leaf, 
and also located in the Taj Mahal Hotel, 
Varq is all about modern Indian cuisine. 
From their masala cod on rice to tomato 
and mozzarella kulcha and apple kheer, 
everything tastes divine. What’s unique 
is that each dish or course is paired 
with a specially selected tea, ranging 
from white tea to Vedic tisane with rose 
petals. You’re also guaranteed to enjoy 
the great ambience, created with Indian 
art, antiques and sculptures.

INDIAN

Café Lota
nationalcraftsmuseum.nic.in

Located in The Craft Museum, this artsy 
al fresco spot is a great place for busy 
workers to grab a quick bite and an 
artisanal beverage. The menu features 
dishes from little pockets of the country 
– dishes not to be missed include its 
sabudana (sago) popcorn and kesar 
(saffron) lassi, or the different kinds 
of coffees from estates all over the 
country. Café Lota is also well-known 
for its ‘single estate specialty teas’ from 
the state of Assam.

3 4 5

INDIAN

Masala Library 
by Jiggs Kalra

masalalibrary.co.in

With classy seating and a white and 
gold exterior, this restaurant brings 
to life the cooking secrets of ancient 
India. It showcases gastronomic 
traditions, combined with modern 
cooking techniques. The vast menu 
offers dishes from the key provinces. 
I personally recommend the tasting 
menu – from parathas filled with 
caramelised onions to a deconstructed 
samosa, this is a ‘wow’ experience.

2

Sunny Parashar, head 
concierge at New 

Delhi’s five-star hotel, 
The Leela Palace, 
recommends his 

favourite dining spots 
around the city

SUNNY PARASHAR

Our thanks to Sunny and The Leela Palace, New Delhi: 
theleela.com
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GASTRONOMER’S GUIDE

CORPORATE DINING

Alan Dickson, Scottish Hotel Chef of the Year 2017 and 
head chef at Ten Hill Place’s No 10 Restaurant in Edinburgh, 

shares the delicious details of his signature dish

Lion of spring lamb and braised 
lamb neck with wild garlic, 
asparagus and baby gem

“Residing in Edinburgh all my life, and having worked 
around the city in a number of restaurants and hotels, I aim 
to use the best of our local produce – our menus are dictated 
heavily by the seasons with the vast array of local produce 
available to us. This dish really captures spring in Scotland; 
some beautiful fresh lamb, served with British asparagus and 
wild garlic foraged locally by ourselves. The dish design is 
simplistic, yet has been produced and created in a modern 
and dynamic way. For example, we use an espuma gun to 
create a light, airy and bright green wild garlic sponge and 
then dehydrate it to give texture.”

Alan has been with the company 
for three years and, in that time, the 
restaurant secured its first AA rosette 
for Culinary Excellence and is working 
towards a second. In addition, he 
recently won Scottish Hotel Chef of 
the Year at the Scottish Hotel Awards. 
Ten Hill Place Hotel is wholly owned 
by the Royal College of Surgeons 
of Edinburgh; a registered charity 
investing all of its profits into the 
training of surgeons worldwide. S

Our thanks to Alan and Ten Hill Place Hotel, Edinburgh: 
tenhillplacehotel.com/wine-dine

Alan Dickson
THE DISH THE CHEF

 “I aim to use the best of our 
local produce – our menus are 
dictated heavily by the seasons 
with the vast array of local 
produce available to us”
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EVENTS

VENUE MENU
Want to know the latest venue to unveil a new look or fling open its doors?

Good news

In New Zealand…
w The Grand Mercure Auckland has completed its 
extensive refurbishment and now features more 
than 200 guest rooms and suites, a library, indoor 
and outdoor meeting options, plus the largest 
event space of any hotel in the Britomart area – 
with capacity for 350 cocktail-style. (1)

In the US…
w The 180-room Viceroy Hotel has opened in 
Chicago. Located in the centre of the Gold Coast 
neighbourhood, it’s a 25-minute drive from 
Chicago’s O’Hare Airport and its meeting and event 
spaces include a ballroom and adjoining terrace.

In the UK…
w Wellcome Collection, has unveiled two 
new event spaces. The Reading Room can 
accommodate up to 160 guests while The Atrium 
caters for up to 400, ideal for high-profile award 
ceremonies, charity fundraisers and conferences.
w The super-yacht inspired Southhampton 
Harbour Hotel & Spa, opens this month with 
capacity for up 250 in a setting with unobstructed 
marina views. Try the rooftop dining precinct or 
house guests in one of the 85 luxury rooms.
w Macdonald Windsor Hotel has had a digital 
up-grade. Event spaces now have access to state-
of-the-art Barco ClickShare devices so delegates 
can connect to a presentation screen wirelessly. 

Coming soon

In Australia…
w Sydney will soon house a new 110-room hotel, 
with the Veriu Central (a conversion of the heritage-
listed Wentworth House) set to open in November. 
Nestled near Central Station in Surry Hills, it’ll 
feature a multi-venue street level dining precinct.
w Novotel Melbourne South Wharf is on track to 
open in March. It’ll boast 347 rooms over 26 levels, 
incorporating interactive TVs, FairTrade bathroom 
amenities, a 200-seat bar and restaurant. 

In Asia…
w The Pan Pacific Yangon, opening in November, 
will be the first truly international luxury five-star 
hotel in the Myanmar market. With legendary 
landmarks on the doorstep, the 25-storey hotel sits 
within Junction City and will feature a spacious 
ballroom and a selection of meeting rooms. (3)

In Europe…
w Coming in 2019, Zurich Airport’s Circle 
Convention Centre will be one of the country’s 
largest conference facilities. With over 5,000 
square metres of function space, it will boast a 
capacity of 1,500 guests plus 15 meeting rooms.
w The Nido Suite Hotel & Villas, nestled in the 
south-east corner of Corfu, will open in May 2018. 
Guests be able to make use of the MarBella Corfu 
state-of-the-art conference halls; available for up 
to 550 delegates. 

Opening now

In Asia…
w Sofitel Singapore City Centre opens its doors 
this month. Just 20 minutes from Changi Airport, 
the 223-room luxury hotel features 20,000 square 
feet of meeting space, floor-to-ceiling windows, 
high spec hotel technology, plus award-winning 
dining options. 

In South Africa…
w Radisson RED Cape Town opened in 
September in the newly revamped V&A Waterfront 
Silo District. Offering 252 modern rooms, this 
innovative hotel also boasts four event studios, 
ranging from 32 to 116 square metres in size, for up 
to 100 guests.

In the UK…
w The Principal Edinburgh Charlotte Square has 
officially opened and the thorough refurbishment 
of this 19th century Georgian property has resulted 
a stylish new look for this 199-room, five-storey 
hotel, complete with six flexible meeting spaces.
w For a meeting with a difference, hire The Hide, 
located at the heart of Bristol Zoo. This fun and 
flexible event space caters for up to 250, offering 
early morning breakfast meetings, large-scale 
networking events and parties. (2)

1

3

2
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EVENTS

JANE LONGHURST ROBYN JOHNSON

VENUE MENU

As an EA, you’ll spend a lot of time arranging 
meetings and, no doubt, be aware that in our 
increasingly-modern technology-obsessed world 
where busy people have less time, there’s been a 
massive surge in virtual meetings (turn to page 26 
of this issue to read more!) 

However, these factors result in a risk that 
face-to-face meetings could start becoming 
reserved for special occasions. In an age where 
convenience can often outweigh logic, are 
we damaging traditional routes in building 
relationships from afar? 

Thankfully, the stats show we haven’t given 
up on face-to-face meetings just yet – according 
to our latest research, the average number of 
meetings being held in our members’ venues is 
growing by five per cent year-on-year, proving 
we do still understand the importance of human 
contact in the business world. 

As an association that supports and represents 
venues, we would, of course, advocate face-to-
face meetings. Spending time out from the day job 
in a dedicated facility with colleagues or external 
contacts has its benefits – but we also understand 
the dilemma you’ll face when choosing the best 
medium for the boss’ meeting. 

For time-strapped execs who’re rarely in 
the country (let alone the office), a virtual get-
together to work through an agreement may well 
be the most time and cost-effective option, while 
a department working on an important strategy 
will benefit from physically being in the same 
room together without distractions. 

Whether the meeting is one where physical 
presence is required or not, the important thing is 
that the outcome is positive and those attending 
have made the best use of their time. 

As an EA you can’t guarantee meeting success 
but by choosing the right medium and venue, 
plus checking technology works and everyone 
can attend, you’ll certainly contribute.
Jane Longhurst is chief executive at mia

Over the past 10 years events have become 
much more sophisticated. The number of events 
held around the world has grown exponentially. 
Attendees’ expectations have skyrocketed which 
has meant that the event organiser’s skills have 
been stretched to deliver on these expectations. 
Not only do event organisers need to be experts in 
financial management and procurement, logistics 
managers, project managers, administrative gurus 
and multi taskers, they now need to have high 
level skills in risk and crowd management. 

The critical path plan is detailed and complex, 
and it has tripled in length. And these high 
expectations have increased demands on EA time, 
whilst learning to balance these priorities is a 
challenging skill in itself. 

So, what can you do to ease the burden?

w Upskilling to ensure you’re informed and 
experienced enough to meet the new challenges
w Look to external suppliers to deliver the 
requirements needed (don’t forget to brief the 
external operators clearly on what’s required, 
though!) 
w Break down the components and determine 
what skills and infrastructure the organisation 
has internally to manage the event, and what 
would be better achieved if managed externally 
– record all this information in your event plan 
to ensure every task has been considered and all 
stakeholders are fully briefed. This will minimise 
any risk of confusion or misunderstanding.

EAs must execute events with perfection – the 
risk is too high to get it wrong. But managing 
that risk and sharing the hats will minimise 
any problems that may crop up and maintain or 
exceed expectations.
Robyn Johnson is chief executive officer at Meetings & Events Australia

Face-to-face  
meetings 

A new hat for  
event organisers

INDUSTRY EXPERTS

They’re not just for exceptional 
circumstances, you know…

No matter how small or large  
an event, you need to be an 
expert in so many disciplines  

to ensure a successful delivery
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CORPORATE TRAVEL

BOARDING PASS
All the latest news for the corporate traveller

If your boss is often running late 
through Heathrow, let them know 
about the new transfer service for 
premium customers. Designed to 
eliminate missed connections, they’ll 
get a car transfer from a domestic flight 
to an onward service. 

BA will be harnessing technology 
to track customers who have a risk of 

missing a connection then provide an 
airside transfer to whisk them to the 
waiting plane. A message will also be 
sent to the inbound aircraft so that 
cabin crew can assure the client a car 
will be waiting and, as they start to 
introduce WiFi, they’ll communicate 
directly with each customer about their 
onward flight. S

w Garuda Indonesia’s Jakarta to 
London route will no longer stop in 
Singapore from November onwards, 
cutting the westbound travel time by 
more than three hours and making 
Garuda the only airline to fly non-
stop between the UK and Indonesian 
capitals.
w Irish airline Aer Lingus has 
launched its lowest available fare for 
transatlantic flights – the boss will 
still get 10kg hand luggage, a meal 
and in-flight entertainment but other 
‘extras’ will be on a paid-for basis. 
w 2018 is looking good for Hong 
Kong Airlines as they’ve announced 
plans to open new routes to London, 
New York and San Francisco with 
their new long-range capable 
A350 aircraft. Other European and 
American destinations are likely to 
follow later in the year, too. 
w The boss will soon be able to fly 
non-stop from Sydney to Houston 
with United Airlines new service. The 
route will take 17 and a half hours, 
and the return will be under 16 hours. 
w Virgin Atlantic says it’s the first 
European carrier to offer WiFi across 
its aircraft. Packages range from a 
small fee for messaging only to one-
hour sessions and larger deals that 
include 150MB of data.  
w Perhaps perfectly timed for 
Uber’s recent troubles, Estonia-
based taxi app Taxify has launched 
in London, competing with the likes 
of Gett and Mytaxi and promising 
to beat Uber’s rate of 20 to 25 per 
cent driver commission. It already 
operates in 25 cities, from Paris to 
Nairobi to Baku.
w Arranging flights to Japan? The 
country’s largest airline, ANA, has 
launched an English version of its 
corporate booking portal, offering 
business discounts and flexible fares. 
w London Gatwick will be more 
connected next year, with a three-
times weekly service to Toronto and 
flights to Las Vegas, courtesy of 
British Airways.

Tight for time? No stress! 

BRIEFS

You and your executive may soon 
have the option to take a picture when 
boarding an international flight, as 
opposed to providing a boarding 
pass and passport. JetBlue Airways 
spent the summer experimenting at 
Boston’s Logan International Airport, 
using sophisticated gate technology 

Snap happy boarding 

to compare the real-time picture 
against Customs and Border Protection 
databases for passports, visas and 
immigration photos. 

With close to a 100 per cent match 
rate, and the system providing speedy 
too, it may well be the next way for 
airlines to bring value to fliers. S

A private jet experience is more 
accessible than ever, according to Air 
Partner. The private jet charter provider 
says it’s financially well within reach 
of those who regularly fly first or 

Private aviation predictions 

business class and they expect half of 
their future customers to not have been 
active charters before. If your boss is 
time-poor, this may well be a less-
expensive option than you thought…  S
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NETWORKING

TR ADE SHOWS
Previews and reviews of global business events and shows

Now in its 30th year, ibtm world 
promises three inspirational days of 
business, networking and education 
for those involved in MICE and 
business travel. EAs will benefit from 
some 3,000 exhibiting companies 
from more than 150 countries, 
ranging from destinations and 
conference centres to technology 
companies and suppliers.

New initiatives for 2017 include 
the Start-up Pavilion, where you 
can discover new technologies and 

With more than 20 forum sessions, 
50 internationally renowned speakers 
from government bodies, academia, 
industry and associations, plus over 
800 exhibitors, EAs experienced 
a packed three days at the recent 
future-ready themed IT&CMA Asia 
and CTW Asia-Pacific 2017. 

This year the double-bill event 
celebrated 25 years of international 
MICE business in Asia-Pacific. 
Anniversary highlights included 
light-up photo walls where EAs left 

Exhibitor sell-out at ITB Asia 

Head to Barcelona for ibtm world 

theme parks, attractions, inbound 
tour operators, inbound destination 
management companies and, of 
course, meeting spaces.

 This year’s theme, The Future 
of Travel, includes 80 events across 
the three days, delivering thought 
provoking and inspiring content 
from a diverse range of MICE, leisure 
and corporate sectors. Speakers 
will be exploring the latest trends 
in corporate travel and you’ll learn 
about risk management for meetings 
and events, plus hear Nadine Vienne, 

experiential solutions. And the 
enhanced Hosted Buyer program will 
save you time and money with fast-
tracked and relevant international 
MICE supplier meetings and VIP 
experiences. 

A full programme of sessions 
covers a variety of themes, including 
industry trends; engagement and 
experiences; safety, security and 
risk management; innovation, 
disruption and technology; 
sustainability and CSR; professional 

congratulatory wishes and viewed 
event milestones, a variety of booth 
activities and entertainment, and a 
spectacular opening ceremony.

Nearly 3,000 visitors flocked to 
Bangkok and organisers say 10,000 
appointments were made on the 
show floor. The keynote address 
focused on the contribution the 
industry makes towards economic 
development through innovation, 
healthcare, science and technologies. 
Meanwhile the event’s ‘future-ready’ 

head of events for Nissan Europe, 
discussing if digital could actually 
mark the end of physical events. 

Don’t forget to download the 
handy mobile app before you 
arrive – you can make appointments 
with exhibitors and enter the daily 
raffle (prizes include airline tickets, 
hotel stays and day tours). Finally, 
remember that your event pass 
will give you exclusive discounts to 
participating partners in Singapore – 
what’s not to like!
itb-asia.com

theme became apparent at the 
education and conference sessions, 
giving attendees the opportunity to 
learn more about the latest trends in 
industry and technology, as well as 
how to enhance business.

Finally, the online appointment 
matching system co-ordinated pre-
scheduled appointments and there 
were 26 networking functions, giving 
plenty of opportunities to make 
valuable contacts.  
itcma.com   corporatetravelworld.com/apac

and staff development, as well as 
business development and strategy. 
There’ll be keynote speakers and 
other inspiring presenters too – 
Dame Stella Rimington (the first 
female director general of UK 
security service MI5) and Yancey 
Strickler (co-founder and CEO of 
crowdfunding website Kickstarter).

And, there are plenty of 
opportunities to meet and greet the 
other guests.
ibtmworld.com

25 years of MICE celebrated in Bangkok 

Boasting an exhibitor sell-out in its 
10th year, IBT Asia is the premier 
meeting place for the travel trade 
industry – ideal for EAs who organise 
corporate and MICE-related travel.

This time around you can expect 
industry heavyweights from the 
travel and tourism sector, plus global 
technology brands from the Asia-
Pacific region, Europe, the Americas, 
Africa and the Middle East. These 
include all the key contacts for a busy 
PA’s little black book; destinations, 
airlines, airports, hotels, resorts, 

25–27 October 2017 
Singapore

28–30 November 2017
Barcelona

26–28 September
Bangkok
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ASIA PACIFIC NEW ZEALAND

Gold Coast Convention and Exhibition Centre

MEETING
Beyond 

Tomorrow

26 - 28 November 2017

The annual PCOA Conference and 
Exhibition is to celebrate its 10th 
birthday by returning to the Gold Coast, 
the city where it all started.

This year’s theme of MEETING Beyond 
Tomorrow provides the perfect backdrop 
for an event that will focus on future 
opportunities and examine industry 
growth and development.

WHY SHOULD EXECUTIVE PA’S ATTEND? 
• Participate in hands-on workshops

• Hear innovative ideas from renowned keynote presenters

• Learn and develop key skills during the concurrent sessions

• Meet like-minded industry professionals at the networking 
functions

• Be exposed to new and innovative products on display 
throughout the trade exhibition

• Be inspired by the best movers and shakers in the events industry

For more information, visit www.pco.asn.au or email conference@pco.asn.au

10th Annual PCOA Conference & Exhibition



Whether for clients or the team, every experienced EA 
knows festive events require a lot of careful planning to 
ensure the perfect vibe and offering is achieved. 

Michelle Loveday, creative director of Brisbane-based 
event business Brandition explains: “In a world of visual 
overload, hyper technology and a ‘been there, done that’ 
attitude, meeting and event planners are pressured to find 
more unique, exciting and memorable events to keep guests 
enthused and motivated.” 

Christmas-time is associated with eating, drinking and 
being merry – all whilst being surrounded by great company 
within an even greater atmosphere. Michelle recommends 
fully capitalising on every celebration and injecting super-
charged creativity and impressive installations to ensure an 
unforgettable experience – and an ‘Insta-worthy’ setting. 

Of course, Brandition can help with that, promising that 
EAs who invest in their event styling services will be the 
talk of the town. From quirky custom furniture to roving food 
stations and one-of-a-kind beverage bars, it’s all designed to 
add the perfect personalised touch to your celebrations. S

Styling for your 
Christmas event 
It’s the time of year when the hustle and 
bustle of work may be starting to ever-so-
slightly ease and fine-tuning the end-of-
year celebrations is becoming a priority…

PROMOTIONAL FEATURE

Exclusive offer for Executive PA Media members
Every EA who books Christmas styling with Brandition will be treated 
to a custom Christmas hamper. 
www.brandition.com.au  |  sales@brandition.com.au  |  07 3342 4332

Terms and conditions apply: offer valid for event dates between 1 December and 23 
December 2017. Limit of one hamper per client.

CORPORATE BUZZ

Start 2018 in style with  
Events by The Ternary

Offering dazzling views of the Sydney City skyline, an array of 
stylish indoor and outdoor event spaces, including live kitchens – 
The Ternary makes the perfect backdrop for your next event. From 
product launches, trade shows, cocktail parties or bespoke luncheons 
or dinners, The Ternary, at its iconic Darling Harbour location, can 
cater up to 750 guests and provide a tailored culinary experience.

Book your next event at The Ternary before 31 January 2018 and 
receive a degustation dining experience with matching wines for 
two. For your tailored event proposal, please contact Savanna 
Jurevics at savanna.jurevics@accor.com or phone +61 2 9288 7088

The Ternary @ Level 1,  
Novotel Sydney on Darling Harbour, 
100 Murray Street, Sydney NSW 2000
W: www.theternary.com.au 

Have yourself a Merry  
Rydges Christmas

At Rydges Sydney Airport, we love a chance to celebrate! 
With enticing packages to choose from, our team will create 
unforgettable Christmas lunches, office parties and special 
occasions, so you can enjoy the holiday season in style.

Host your festive event at Rydges Sydney Airport and quote 
‘EXECUTIVE PA’ for all guests to receive a complimentary welcome 
drink on arrival.

Rydges Sydney Airport
8 Arrival Court, 
Sydney International Airport,  
NSW, 2020
P: +61 2 9313 2514
E: functions_rydgessydneyairport@evt.com 
W: www.rydges.com/sydneyairport

CORPORATE BUZZ
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MEMBER REVIEW

NETWORKING

Build positivity in your team
Eager to educate EAs about the power of strategic and creative teambuilding, 

Corporate Challenge Events hosted a series of get-togethers across Australia with 
groups of assistants keen to add a bit of pizzazz to their company culture

Each of the five events offered the 
same entertaining yet informative 
format, starting off with an informal 
welcome, followed by a presentation by 
Corporate Challenge Events’ managing 
director, Dwain Richardson. Here, he 
discussed how EAs can contribute to 
a positive team culture and, fittingly, 
there were some positive audience 
activities to follow. 

With Christmas parties only a few 
months off, the festive theme gave 
guests a chance to brainstorm on 
how to do the work Christmas party 
differently. 

It was then on to the venue, where 
a representative gave an overview and 

offered comprehensive tours, followed 
by canapés and a spot of networking 
– the perfect opportunity to catch 
up with other EAs, the Corporate 
Challenge Events team and those 
representing the venue.

A business card draw concluded 
all five events and each lucky winner 
secured a substantial discount on 
a teambuilding programme with 
Corporate Challenge Events. For 
those who didn’t score the big prize 
– and those who did – there was 
an opportunity to grab an exclusive 
discount voucher to be used on a 
teambuilding event this year. 
corporatechallenge.com.au

The events series comprised:

w 27th July
Oakwood Hotel & Apartments, Brisbane 

w 10th August
View by Sydney, Sydney 

w 24th August
Fraser Suites, Perth 

w 31st August
Stamford Plaza, Auckland

w 14th September
Arts Centre, Melbourne 
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What the organisers had to say…

“It was our objective to provide something a bit different and of 
value to the audience, so we focused on providing strategies and 
tips on how PAs can impact the culture in their organisation. 

“We received some wonderful feedback after each event and 
it’s enabled us to grow our EA network. It was a really engaged 
audience and they had some fun, too. All five venues were 
superb and it showed how a smart venue combined with an 
engaging event can be a great recipe for team building.”
Dwain Richardson, managing director, Corporate Challenge Events

Here’s what our members  
had to say…

“This was a very good event; I was so delighted I attended – the 
venue and catering was excellent. The Corporate Challenge 
Events team were great, interactive, fun and informative. We’ll 
definitely be using Corporate Challenge Events in the future.”
Michelle Hurley, EA, Grimsey Wealth PTY Ltd

“We had a really lovely time; the venue was a revelation – who 
knew that these amazing spaces were available? Not me 
and I’ve been running events for 20 years! It was the most 
comfortable environment for networking I’ve been to in ages 
and I’m guessing this was not only due to the great food and 
wine, but the unusual addition of the fun team building activities 
and talk by Corporate Challenge Events.”
Pauline Taylor, administrator, Australian Podiatry Association

“I really enjoyed the evening – the presentation from Corporate 
Challenge Events was both fun and informative and the venue 
was awesome.”
Brigitte Thomson, EA to the CEO, ISBA

“Thanks for putting on the event. I thought the location, the 
service and the catering were awesome. I like that I know a little 
more about the Corporate Challenge group and look forward to 
following them for ideas for better culture in the workplace.”
Melisa Johnston, operations manager, Morgans Financial Limited  Richmond

The look and feel of your workplace absolutely 
impacts the culture of your organisation – so make 
sure you know how to encourage an environment 
that’s productive, happy and a little bit of fun.

Decorate the space
Artwork can create inspiration and meaning. 
Sometimes it’s hard to find a piece that appeals to 
everyone, so why not create your own – it’ll double 
up as a creative teambuilding event and there’s no 
doubt the finished article will reflect your vision 
much more than anything off the shelf could. 

Catch some rays
Lack of sunlight exposure has been closely linked 
to vitamin D deficiency, which, in turn, has been 
linked to depression. To inject some brightness, 
create a new office floor plan that takes advantage 
of natural light through windows – why not call 
upon an interior designer? Additionally, encourage 
your staff to consider outdoor alternatives for 
meetings, such as ‘walking and talking’ – featured 
in the last issue of Executive PA Magazine.

Strive for team success
Friendly competition can be a great motivator 
but it’s important to value team contribution as 
much as individual efforts. If you have regular 
staff awards, feature an award for team units, 
whether that’s departments, sections, project 
teams or branches. If it’s a challenge to find a way 
to compare results from different areas, try getting 
each team to make a creative presentation to a 
judging panel – a bit of fun, too!

Hold an inspiring conference
We all know this goes a long way to create an 
environment of connectedness and shared 
understanding. To inspire, the agenda should 
include a mix of vision, education, engagement 
and fun. Make sure it reinforces the company’s 
direction, involves sessions of creativity and 
planning, provides training and development in 
key operational areas and includes time for some 
fun activities and networking.
Dwain Richardson is managing director of Corporate Challenge Events, which 
provides services and support for EAs & PAs regarding team building, corporate 
training and company conference planning. His eBook How to Create a Positive 
Team Culture for Success is available online, complete with additional strategies 
for workplace engagement.

DWAIN RICHARDSON

Your environment 
affects your culture

INDUSTRY EXPERT
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MEMBER REVIEW

NETWORKING

Embracing the  
competitive spirit

With more than 11 years’ experience in game design and more than 
750,000 happy participants to date, a taster session of Green Hat People’s 
teambuilding events was destined to be anything but boring for our PAs

What the organisers had to say…

“The PAs totally embraced both challenges and worked brilliantly together as teams to try to win. 
Seeing people who didn’t necessarily know one another bond and work together to solve puzzles 
was the highlight of the event – it created energy and meant new friendships were formed. There 
was good camaraderie and healthy competition, which resulted in the winning team – the Fabulous 
Five – solving the final password to the Escape Game in record time. The feedback from PAs was 
great: they graded the activities 5.5 out of 6 on average.”
Georgie Mann, Director, Green Hat People

Here’s what our 
members had to say…

“The Greenwich Challenge game was great 
fun and, even though we didn’t all know 
each other beforehand, it was a great ice-
breaker with lots of laughs. We worked 
well as a team and there was something 
for everyone to get involved in. We also 
played the Escape Game, which was really 
enjoyable... I think winning both games 
may have been part of the reason! I’d really 
recommend these, or similar games, for lots 
of different occasions.”   
Suzanne Batley, PA

“What a fantastic event. I had a lot of fun 
and would definitely consider Green Hat 
for a teambuild.”
Amanda McGahan, EA, ERBD

“Thank you for a lovely and fun evening. I’ll 
definitely mention it to my manager and 
let’s see what comes from that.”
Ulinda Tong, PA, Unilever

“The Green Hat People event was fun and 
engaging – we took part in challenges that 
included visiting historic landmarks, funny 
group pictures, code hunts and fun trivia.”
Lucy Fernandes, finance adminstrator, University of 

London

served when the EAs returned from 
their adventures and the winning 
team was presented with prizes – 
mini bottles of Prosecco and a retail 
gift voucher. Finally, the team at 
Devonport House drew the result of 
its raffle (resulting in the distribution 
of more fizz for the lucky winner!) and 
supplied each guest with a goody bag.  
greenhatpeople.com/uk/

Exclusive offer for Executive PA 
Media members 
Book a teambuilding activity with Green Hat 
People and you’ll get a 15 per cent discount.  
Terms and conditions apply.

The event at De Vere Devonport 
House – a charming and historic hotel 
at the foot of Greenwich Park – kicked 
off with a selection of mouthwatering 
mojitos and bubbly. EAs were then 
divided into teams to compete in the 
first activity of the night – the Green 
Hat Challenge around Greenwich. 

An updated version of that old 
classic, the scavenger hunt, the EAs 
were handed a tablet and invited to 
explore the area around the hotel, 
aiming to find codes carefully hidden 
by the Green Hat People team earlier 
on. Each uncovered code was typed 
into a tablet and this resulted in a 
brainteaser popping up. The teams 
had just half an hour to gather as many 
codes and blitz as many brainteasers as 
possible before the scores were in. 

Next up was The Escape Game. 
Centred around being ‘stuck’ in a 
room, the teams made their way out 
by solving problems and completing 
missions – which, of course, got more 
difficult (and competitive!) the further 
they progressed. After passing the 
initial challenges, there was one final 
mission to get them out of the room. 

Bubbly, wine and canapés were 
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MEMBER REVIEW

NETWORKING

A night at the races
A select group of PAs took to the red carpet for a glittering event at the 
races and got the added bonus of scoping out the fantastic and flexible 
event space at one of the UK’s largest venues; Cheltenham Racecourse…

What the organisers had to say…

“I’m incredibly proud of the whole Cheltenham Racecourse team who put so much time and work 
into making the first year of the McCoys South West Jump Awards a huge success. It really was 
a night to remember and we were thrilled that the PAs were able to come along as our special 
guests for the night and enjoy the proceedings – we hope that everyone who came along enjoyed 
themselves. Hosting The McCoys South West Jump Awards showed the versatility of Cheltenham 
Racecourse as a venue that can host many different events.”
Lee Moulson, regional head of sales at Cheltenham Racecourse

Here’s what our 
members had to say…

“It was an amazing evening. We spent over 
six hours there enjoying so many different 
elements of the event and didn’t want the 
evening to end. On arrival we walked along 
the red carpet into the Hall of Fame where 
a champagne pre-dinner reception was in 
progress. 

“We enjoyed a sumptuous dinner, 
watched a fabulous awards ceremony 
and Rebecca Ferguson made a guest 
appearance, followed by The Chip Shop 
Boys band – we danced the night away. 
Clare was an amazing host and we were 
made to feel most welcome. Next weekend 
is going to be boring by comparison!”   
Kathy Kelliher, PA at a construction and civil 

engineering organisation

“I had a fabulous time – it was a privilege 
to have been invited and have the 
opportunity to attend something I’d not 
normally have been invited to. The food 
was great and we danced the night away 
to the Chip Shop Boys. 

“Thanks again to Executive PA Media 
and a very warm thank you to Clare Evans, 
who was a great host to us on her table – 
especially as she was very busy during the 
night!”
Karen Rose, PA , BT

by British singer, songwriter and X 
Factor contestant Rebecca Ferguson, as 
well as local rock and pop cover band, 
The Chip Shop Boys.

 
About the venue...
Cheltenham Racecourse lies in a 
360-acre estate within the stunning 
Cotswold countryside, on the edge 
of the regency town of Cheltenham 
in Gloucestershire. Famous for its 
horseracing, with 16 race days each 
year, the versatile venue can host up 
to 2,250 guests across its 12 function 
rooms (most boasting breathtaking 
racecourse views), magnificent 
panoramic restaurant, 60 syndicate 
rooms and state-of-the-art multi-
purpose auditorium, The Centaur. 
cheltenham.thejockeyclub.co.uk

At the end of September, the team at 
Cheltenham Racecourse invited a group 
of Executive PA Media members to help 
them celebrate the inaugural McCoys 
South West Jump Awards; a programme 
of recognition recently established to 
celebrate the outstanding contributions 
to the jump racing across Cheltenham, 
Exeter, Wincanton and Warwick during 
the 2016/17 sporting season. 

A lavish red carpet reception 
awaited our EAs and, after drinks and 
networking, the call to dinner ensured 
everyone was seated and ready for 
the official welcome address from Ian 
Renton, regional director for the south-
west branch of Jockey Club; the family of 
racecourses that Cheltenham is part of. 

Alice Plunkett, presenter of ITV 
Racing, and Nick Luck of Racing 
UK took over the microphone for 
the remainder of the evening and 
started proceedings by announcing 
the all-important winners of the 
McCoys South West Jump Awards. 
PAs saw trainers, owners, jockeys and 
horses recognised, with impressive 
achievements at all levels – leading 
jockey, leading trainer and ride of the 
season, for example. 

After a delicious dinner, the EA 
group and other guests were entertained 
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Bowled over by  
Sydney Cricket Ground

Not your average event venue, Sydney Cricket Ground goes above and  
beyond to impress the event-planning EA, with attentive staff, gastronomic  

delights and, most importantly, some jaw-dropping hosting options… 

Executive PA Media members 
descending on Sydney Cricket Ground 
were immediately impressed as they 
gathered round the iconic Members 
Pavillion for drinks, canapés and a 
video introduction, projected on the 
scoreboard. A pre-dinner Q&A session 
followed with the executive chef, the 
sales and marketing manager and a 
selection of Sydney Cricket Ground’s 
industry, recommending best spots in 
which to host a function – from private 

dining in the changing rooms to a long-
table meeting on the Allianz field of 
play, anything is possible.

After dinner, the EAs toured 
the versatile function spaces – the 
Brewers Pavilion, Skyline Terrace 
and Island Bar, plus the home change 
room, getting a feel for where the 
temperatures rise during the all-
important cricket season.

As the event drew to a close, 
attendees were still revelling in their 
social media posts being shared live 
on the giant scoreboard whilst the 
competition – a chance to bag two 
tickets to a corporate suite for January’s 
Sydney Sixers vs Sydney Thunder BBL 
match – got its final few entries. 
sydneycricketground.com.au

Exclusive offer for Executive PA 
Media members 
Book a function in the iconic Members Pavilion (to 
be held prior to 31st December 2017) and receive 
exclusive access to the home and away change 
rooms, complete with a personalised tour guide for 
up to an hour. Terms and conditions apply.

What the organisers 
had to say…

“We’ve had such positive feedback from the 
attendees. The PAs found the session very 
informative and the Q&A was so popular 
that it kept going well into main course! 
And, of course, the lucky door prizes were 
a hit, as well as the exclusive access to the 
home change room in the iconic Members 
Pavilion.”
Natalie Dillon, sales and marketing manager, SCG 

Events

Here’s what our 
members had to say…

“Sometimes the best venues are those right 
under our noses! While it doesn’t fit the 

‘normal’ corporate venue profile, I can see 
how it could be used to great effect.”
Robyn Whyman, EA, Johnson & Johnson Medical

“The Sydney Cricket Ground – who knew it 
was such a fabulous location for an event? 
The staff know the space well and were 
very friendly, so I instantly felt at ease. 
They’re clearly passionate about what they 
do. The food was delicious; in particular the 
canapés were outstanding. I look forward 
to working with them in the future.”
Donna Flynn, EA, NewsCorp

“From the moment I walked in I felt engaged 
and welcomed so warmly. The grounds 
were probably not something I would have 
thought of using but experiencing the 
wonderful food and the professionalism 
of the staff, I’m excited about what can be 
done there. Well done to all!”
Jane De Souza, EA to CEO, Tabcorp Holdings 

“The evening was fantastic. I had no idea 
that the SCG had function spaces like 
that available. The food was amazing 
and listening to the panel talk about their 
various roles at the venue was insightful.”
Jodie Glennan, EA, Arup

“Thank you so much for an amazing night – 
fabulous venue and ‘whoa’ to the beautiful 
dinner provided.”
Ann Clark, PA, APA Group

“This was such a good event. The food and 
staff were exceptional, and the various and 
flexible spaces were awesome.”
Anna Magill, EA, AUB Group
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Captivate  
your audience  
with content
Effective content is a big part of 
producing a truly captivating event 
experience, says Gavin Walters

‘Content’ is used to describe everything 
from blogs to presentations and everything in 
between – anything that appears on a screen 
to inform is considered content; from virtual 
reality to projection mapping; award builds to 
speech writing; blend screens to PowerPoint 
presentations; event highlight videos to motion 
graphics and animation. So, how can an EA use 
event content to add value? 

Content delivery diversity
You may have already identified your conference 
topics, streams or sessions, however the way you 
communicate effectively with your delegates 
provides an opportunity to be diverse and create 
increased engagement. Visual, spoken and audio 
content can combine to create and drive an 
emotional connection that opens opportunities for 
learning, inspiration and networking. 

How you can put it into practice: Consider 
mixing up the session types that you offer, instead 
of session being driven by PowerPoint how about 
introducing a TV-style chat show and create an 
intimate one-on-one casual conversation between 
the speakers and the host? This is a great way 
to remove barriers between the presenters and 
delegates – and a superb way to showcase products.

INDUSTRY EXPERT

Knowledge retention
How information is presented makes all the 
difference at an event – regardless of how relevant 
or thought-provoking the information, we’ve all 
sat through dull presentations and wondered why 
we were there. Engagement leads to knowledge 
retention: if delegates are actively present and 
listening they are more likely to absorb the 
information being presented. 

How you can put it into practice: If you are 
using PowerPoint templates, ensure they’re 
visually appealing, bespoke and not too content 
heavy. Why not add video to concisely promote 
product features at a launch event or include 
testimonials from satisfied clients?

Make your budget work
Perfecting event content is about maximising ROI 
and knowing how to use your budget regardless of 
size. If budget permits, 360-degree virtual reality 
delivers truly interactive experiences, while with 
blend screens you can project multiple visual 
feeds onto one cohesive screen.

How you can put it into practice: To direct your 
budget for maximum impact:

w Open plenary sessions are where lasting 
impressions are made
w Social events and gala dinners create lifelong 
memories and networks
w Highlight videos evoke an emotional 
connection  by showcasing the highlights and 
celebrations

Increase value perception
Events can be expensive to produce – venue, 
catering, keynotes are expected and the value’s 
not always appreciated by delegates. But effective 
event content can create an immersive presence 
that not only delivers on your objectives but adds 
an unexpected (yet noticeable) perception of value. 

How you can put it into practice: Introducing 
an ultra-wide screen allows you to bring the 
presentation to life with multiple messages at 
once, delivering a cinema experience to increase 
the perception of value. Similarly, event highlight 
videos leave delegates with a collection of positive 
memories to entice them back next time. 

Go the extra mile
Now, delegates want to be wowed and expect that 
your event will be better and bigger than the last – 
introduce something they won’t have seen before.

How you can put it into practice: Holograms 
are the ultimate content piece to impress peers. 
Having enjoyed major developments in recent 
years, they can be used to showcase product 
demonstrations, make celebrity appearances 
or even allow your company’s CEO to address 
delegates from the opposite side of the world. S
internationalproductions.com

THE EXPERT

Gavin is content 
director at International 
Productions, a provider 

of event content for 
international brands. 

Regardless of size, 
Gavin and his team can 
pull together powerful 

written, visual and 
audio content that 

communicates your  
key messages across  

any platform. 
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Nikki Sherman, legal assistant at Corrs Chambers Westgarth, 
assures us the same key pillars are at the core of the 
assistant role, no matter what sector you’re in – organisation, 
confidentiality and, of course, professional development

 “For me, training is essential – it’s 
allowed me to grow professionally 
and personally, and elevated me 
through my career…”

PA PROFILE

NIKKI SHERMAN

Legal assistant to 
Andrew Lumsden and 

Lizzie Knight.

Corrs Chambers 
Westgarth is an award-

winning independent law 
firm with 850 employees 

across four offices.

corrs.com.au
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Tell us about your career journey…
I started out by training as a customs officer, 
then becoming a bank teller and a loans officer. 
I went on to become an office co-ordinator 
where I looked after a membership database 
and organised conferences. I then became a 
receptionist/secretary in a barrister’s chambers, 
which sparked my interest in the legal field and 
I took a role as a legal assistant for a corporate 
partner at a large law firm. Being a legal assistant 
is unique but the skills I had gained in other fields, 
such as being proactive, delivering excellent 
customer service, prioritising and thinking on my 
feet, were extremely useful when starting out.

How does your work in the legal sphere 
differ from assistants in other industries? 
There are some major differences. It’s almost 
like having two jobs – the assistant side (which 
includes extensive diary management, event 
planning and travel booking) and the legal side, 
where I assist in the running of the legal practices 
for the two partners I support. This part varies 
greatly, from ensuring all time is recorded for each 
client so invoices can be issued, to more legal-
specific work, like conducting company searches, 
incorporating a company and ensuring compliance 
with Law Society regulations. But, like other 
assistants, confidentiality is central. I’m privy to 
extremely sensitive information; some of which 
can’t even be discussed with other staff members.

What motivates you? 
The sense of a job well done, especially when 
things are difficult to organise or accomplish – 
an example that stands out is a joint function, 
working with the other client’s assistant. Getting 
decisions from two different sources was difficult, 
especially with a tight timeframe to get everything 
in place. But I took a lead role, drove the event 
and received extremely positive feedback – which 
is important as the work I produce on behalf of 
my bosses reflects on them, me and the firm. 

What’s your favourite thing about working 
for your company?  
My favourite thing about my bosses is that we 
work as a team: my opinion and suggestions are 
welcomed and considered and this is the case 
within the wider secretarial team, too. When it 
comes to the firm, there’s lots I like – from the 
junior assistant program to recruit and train new 
assistants, to the scholarship program available to 
both legal and non-legal staff. Also, assistants can 
move to different departments so you don’t have 
to leave to find new challenges and learn new 
skills. But, overall it has to be the support and 
encouragement – both on a career and a personal 
level – that they give to every staff member, no 
matter what their role is. 

How do you find the work/life balance? 
Very achievable – the culture is such that regular 
overtime is discouraged, unless necessary to meet 
a client deadline. Corrs has a fantastic flexible 
working policy where staff can work from home 
and employees can choose to work part-time, 
full-time and job share. Amazing technology in 
the building means staff can work anywhere from 
the café to a focus room to the client floor.

What’s been your career highlight and why?  
I was encouraged to apply for our annual 
scholarship programme and was lucky enough 
to receive a scholarship that led to a Graduate 
Certificate in Business Management, studied part-
time online for a year; balancing work and study 
was definitely a huge challenge but made easier 
with study leave! The course helped me better 
understand business structures, the benefits of 
project management and how it can be applied, 
the expanding use of social media and – most 
importantly – how to manage people, which has 
helped me with my role in Corrs’ junior legal 
assist programme. 

As if that wasn’t enough, I got another scholar -
ship to study Advanced Management Development 
for the Executive Assistant, which was also of great 
benefit. For me, training is essential – it’s allowed 
me to grow professionally and personally, and 
elevated me through my career.

What’s the best advice you’ve been given?  
My mentor from my first legal role gave me this 
incredible advice: watch, adapt and adopt, to 
evolve with the role and make it your own.

Tell us about mentoring your own junior 
assistant…
Our trainee junior assistants rotate through 
different departments and in each, are assigned 
a buddy – the mentor stays with them for the 
duration of the traineeship, meeting weekly to 
assist with advice, training and goal-setting. 
It’s so rewarding and, recently, the assistant I 
mentored at the start of the year took a position 
assisting a partner – a huge achievement for her. 

What’s the most important thing you’ve 
learned about being an assistant?  
An assistant is essential to the smooth running of 
a business as the eyes and ears for the boss. Our 
insights can be a great indicator of staff morale, 
not so easily obtained by executive level staff.

Finally, what surprises you most about the 
assistant role? 
The ability to make decisions on behalf of the 
partners – and that the decisions I make are 
respected by all staff, and backed up by my 
bosses. S
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Make more  
impact – faster 

Think only the boss has a big influence in your 
workplace? Think again, says Michelle Gibbings  

– by doing a few things differently, EAs can  
quickly be seen as very influential characters

Job tenure is long gone, while the casual and 
contract labour force is continuing to expand. 

And, at the same time, technological advances 
(including digitisation and artificial intelligence) 
are changing how we work. In fact, a 2016 report 
by the CSIRO and Australian Computer Society, 
Tomorrow’s digitally enabled workforce, predicts 
that nearly half of the jobs in Australia are at risk 
of computerisation and automation.

The end result is a complex and ambiguous 
working environment where leaders are expected 
to deliver outcomes in a shorter timeframe and 
often with fewer resources. 

To thrive in this ever changing landscape and 
to progress their career, high level EAs taking on 
an important business manager role need to know 
how to have more impact – faster. Central to that 
success, of course, is being able to influence. 

Influence is more than it seems
People often equate influence with being Machia
vellian but it’s not that black and white – it all 
depends on the intent of the person seeking to 
influence. It’s certainly a force for good when it is 
used to ensure better decisions but perhaps not so 
good when used for selfserving ends.

Being able to influence helps leaders to be 
heard and to get their initiatives across the line. 
It’s also a skill that can help to balance the scales, 
so it’s not just the charismatic extrovert who’s 
heard.

And influence isn’t a solo pursuit. An effective 
leader knows they can’t do it alone. They need 
each team member operating optimally, so they 
can collectively make progress and affect change 
in the organisation. To do that, the team members 
need to be able to influence.
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Influential people lead differently
Influential people do many things differently – 
they tend to take the long view with relationships, 
which means they don’t sacrifice a relationship 
for short-term, self-serving gain. Consequently, 
they take the time to listen to people and welcome 
different thoughts, ideas and opinions as they 
know they don’t have all the answers. They’re 
also not afraid to take a stand and speak up 
against the majority on things that are important 
– not just for them, but for other people as 
well. Likewise, they’re willing to admit when 
they make a mistake, and see such errors as an 
opportunity to learn. 

They acknowledge the efforts of others and 
don’t take the glory for successes that were not 
theirs or theirs alone. This is because they’re not 
afraid to hire people who are smarter than them 
– they know they need an awesome team around 
them if they’re to make progress.

Learn how to influence
Influence and charisma are not two sides of the 
same coin. There are people who appear naturally 
influential and easily able to navigate their way 
through complex environments. However, 
establishing influence takes effort and practice, 
but these are skills that can be learned. 

w Understand yourself – examine the mindset 
you’re applying to your work and relationships. 
Letting assumptions drive your thought processes, 
and ultimately behaviour, can negatively impact 
your decision-making and interactions with 
colleagues and stakeholders. 
w Understand others – take time to understand 
what intrinsically motivates those around you. 
Having insight into others will better enable you 
to work with them, and encourage and inspire 
them to secure common goals. 

w Understand the process – know the system 
in which the organisation operates, and how the 
players inter-relate, make decisions and secure 
outcomes. By understanding how it all works 
you’re better able to navigate the complexities.
w Maintain your integrity – integrity once lost 
is almost impossible to regain. Guard it carefully 
and push beyond self-interest – seek to play the 
better game in discussions and advocate positions 
that are not self-serving.
w Get busy, on purpose – influential people get 
things done so be deliberate about how you use 
your time, be decisive in how you make decisions 
and, lastly, be determined in the face of set-backs. 
w Play the long game – seek to secure long 
term, constructive relationships that are mutually 
beneficial. Relationships where it’s all about one 
person don’t last. 
w Design your network – be conscious about 
how you build your network. Identify relationship 
gaps and weaknesses, and put a plan in place to 
address them (for more information on this, check 
out Janine Garner’s article over the page).
w Lead consciously – be aware of your 
actions and how they’re seen by other people. 
Inconsistencies in what you say and do are easily 
seen by others. Your leadership is constantly on 
display – and remember that leadership isn’t 
defined by hierarchy.
w Craft communication – it’s not how much 
you talk, but what you say that matters. Ground 
your messages in reality and only say what people 
need to know. Keep it simple, whilst being 
empathetic, authentic and transparent. 
w Negotiate wisely – strive to secure outcomes 
that leave all involved with their dignity intact. 
Build the necessary relationships early so you’re 
ready for the negotiation process and have the 
resolve to see it through. S
michellegibbings.com

“Most people, when they hear the term ‘competitive advantage,’ think 
about Michael Porter’s definition as it relates to organisations. That is, 
for an organisation to succeed it needs to know what it’s good at vis-à-
vis other players in the market. It’s this point of difference and how it is 
leveraged that makes an organisation stand out and succeed. But every 
individual has a unique set of skills. You can hone your skills in a way to 
create your distinct competitive advantage. To secure this competitive 
advantage, your professional toolkit needs to go beyond the traditional 
– to include an ability to motivate and encourage behavioural change 
and secure outcomes. In short, you need to be able to influence.” 

 ‘Step Up: How to build your influence at work’ by Michelle Gibbings

THE EXPERT

Michelle Gibbings is 
a change leadership 

and career expert, plus 
founder of Change 
Meridian where she 

works with global leaders 
and teams to help them 
accelerate progress. She 

is the author of Step 
Up: How to Build Your 

Influence at Work.
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Build your 
tribe at work 
Success at work is down to 
more than just individual 
accomplishment. For great 
results you need to surround 
yourself with with a robust 
and close-knit referral 
network that works for you, 
says Janine Garner. Here’s 
how to find your own squad
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1. Identify your critical few
British anthropologist Robin Dunbar said there 
was a limit to the number of relationships humans 
could comfortably maintain – 150, to be precise. 
He suggested this was the amount with which we 
could maintain stable relationships, remember each 
other’s names, keep in contact and do each other 
favours. Anything larger than this, he said, results 
in the creation of other sub-groups and tribes.

I’d add that momentum starts with a 
significantly smaller circle of influence with 
you securely in the centre, rather than mixed in 
somewhere with all the other participants. It’s 
here that a small group of people providing quality 
thinking and behaviours push you further than you 
could ever go alone. This is because an effective 
network bridges diverse individuals with differing 
ages, expertise, gender and experience – they’re 
cross-functional, cross-hierarchical and cross-
industry, delivering balance and diverse thinking.

So, first up: identify the quality of people you 
surround yourself with, not the quantity:

Find your personal cheer squad  
(your promoters)
According to research from the Centre For Talent 
Innovation, people with promoters are 23 per 
cent more likely to move up in their career than 
those without. And a 2011 study from the Centre 
For Work Life Policy, published by the Harvard 
Business Review, found that actively promoting 
one another can result in as much as a 30 per cent 
increase in promotions, pay rises and projects for 
the person being sponsored – evidently, your own 
personal cheerleading squad is key to your success. 
w So, who are they? They’re with you through 
thick or thin, never give up on you and always 
dream big with you. Promoters inspire you, pull 
you towards your dreams, make noise about 
potential possibilities and spend time with you to 
explore how you’re going to achieve your goals. 

Get your support team in place  
(your pit crew) 
There’s no doubt that climbing the ladder of 
success can be a lonely task requiring grit, 
determination and perseverance. And, like a 
Formula One pit stop, your pit crew can make 
or break your race. They add stamina to run the 
marathon of your dreams; to navigate complexities 

How many times have you been told that you 
really have to network, or that networking is 
absolutely essential for your professional growth 
and personal success? And yet when it comes to 
it, many of us are overwhelmed with the pressure 
of where to start, confused with what appears to 
be an over-complicated world of opportunities 
to connect on and offline and, as extremely busy 
EAs, over-stretched with the demands on time.

However, individual talent, previous 
performance successes, educational achievement 
or even good old self-reliance is no longer enough 
to survive in the professional world. As a result, 
we all need a network, whether you’re new to a 
job, hunting for fresh clients or a leader looking at 
where the next opportunity exists.

The adage ‘it’s not what you know, it’s who 
you know’ has significantly more weight in 
today’s busy world (where jobs are filled before 
they’re advertised and previously unthought-of 
collaborations appear out of nowhere to create 
new and competitive markets) but forming 
referral relationships – something critical to 
individual and business growth – is increasingly 
hard to do.

And without any network at all, opportunities 
are missed, exciting possibilities aren’t spotted, 
your thinking stagnates and, eventually, 
the career aspirations you once had become 
unreachable.

A recent Harvard Business Review article 
revealed that executives who consistently rank 
in the top 20 per cent of their companies in both 
performance and wellbeing have diverse but 
select networks. These are said to be made up 
of high-quality relationships with people from 
several different spheres and from up and down 
the corporate hierarchy.

This suggests that effective networking has 
to be about the genuine: the interplay of a select 
group of people who are working closely together 
and strategically creating plans to succeed.

So, how’s your network looking? Who’s really 
in it? How much input or influence do they have 
in what you’re doing or trying to achieve? How 
much do they truly know you and your goals? 
And just how much can they actually help you? 

Not sure? Could it be better? Then follow these 
three all-important steps to create a network that 
works for you: j

THE EXPERT

Janine Garner is an 
internationally-acclaimed 

Fortune 500 mentor, 
keynote speaker and 
author of a popular 

networking-focused title.
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DEVELOPMENT

and recover from setbacks. Having the right 
crew to help you overcome any difficulties and 
challenges, keeping you mentally tough and 
balanced, is not just crucial – it’s essential. 
w So, who are they? They help you learn from 
mistakes and keep pushing you on anyway. 
They celebrate your wins, remind you of your 
achievements and keep it real. 

Become better every day  
(your teachers)
Linda Hill, a Professor at Harvard Business School, 
declares that “You can’t think of something 
new unless you’re being pushed to think in new 
directions and you can’t do that unless you’re 
engaging with people who have a different 
viewpoint.” Therefore, a life of continuous 
learning is essential to growth. 
w So, who are they? The right teachers guide 
and stretch your thinking, challenge ideas and 
encourage you to keep learning and push further 
as they know this constant curiosity creates 
opportunity for growth, achievement and success. 

Accountability buddies are key  
(your butt-kickers!)
Love them or hate them, we all need butt-kickers 
– those individuals that help accelerate the 
journey, pushing you to do more and holding you 
accountable for all your actions. Linda Galindo, an 
author and specialist in personal accountability, 
believes they’re our secret weapon to success. She 
says: “Working with a partner prevents the ready-
fire-aim approach that a lot of entrepreneurs use.”

w So, who are they? They listen to your dreams 
and accelerate your goals by making sure you 
stick to them. They’ll hold you accountable for 
your actions and decisions; ensuring you do what 
you say you will – and then some. The equivalent 
to a personal trainer at the gym; they’ll count 
your push-ups and pull-ups then always make 
you do one extra for good measure.

2. Be brave and diversify
Step out of your comfort zone, strategically 
expand your circle of influence and diversify 
your connections. Now, you can explore other 
people, businesses and experiences – consciously 
consider who else you need to learn from, add 
value to, engage and collaborate with.   

Successful networking is about understanding 
the connections you should be making, as opposed 
to those you are making. It’s about asking who you 
need to surround yourself with to inspire you and 
to help you grow. It’s about being brave enough to 
seek out new individuals and having the courage to 
connect.  

3. Mutually benefifical relationships are best
Always find ways to add value and ask yourself 
if you’re doing enough with and for your 
connections. Consider what more you could do 
to benefit them and their business – and you’ll be 
modelling the behaviour you seek in return. Give 
knowledge unconditionally, open doors willingly, 
and share insight to drive continued growth and 
success for others.

When Richard Branson said that nobody can 
be successful alone, he was right – and you’ll 
definitely know that as a hard-working EA. We 
certainly all need a network that works for us. 

So, return to where you were before the three 
steps, take a look at your network and ask:
w Who really matters?
w Who’s teaching you mastery and knowledge?
w Who’s the key influencer pushing you to be 
and do more, holding you accountable to your 
dreams?
w Who’s promoting you, acting as your personal 
cheer squad and inspiring you to become more?
w And who’s keeping you balanced and aligned, 
caring for you and connecting you with others?

Take note of those you highlighted this time 
around and use them as a base from which to 
develop your new and results-driven network. 
Then continue looking for others who fit with 
those all important definitions to build a circle 
around you that allows you to transform and 
become so much more. S
janinegarner.com.au

j

“When Richard Branson 
said that nobody can be 
successful alone, he was 

right – and you’ll definitely 
know that as a hard-

working EA”
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Taking centre stage – 
and smashing it!
How often have you witnessed audience 
members sitting through a presentation, whilst 
on their iPhones? Executive PA Media writer 
Emma Bannister explains how to create a 
presentation that’ll ensure all eyes are on you

We’re all guilty of it – time poor and a little 
lastminute.com; digging up an old presentation 
and updating the dates and numbers instead 
of taking a step back and thinking about what 
exactly we’re trying to achieve by the end of this 
particular presentation. And the result? Standard 
slides that are text heavy, dense, confusing, 
distracting or misleading. 

Unfortunately, this means important and 
urgent messages are unseen, unheard and 
not understood, instead of making a positive 
difference by securing buy-in on a new vision or 
building awareness of a new business process. 

Finding time to research, write, design and 
rehearse is a constant challenge but it’ll be worth 
your while if it results in a powerful presentation 
where the audience invests their time and energy 
in you. Here’s how to pull it together:

Identify your objective
Are you trying to educate, communicate the latest 
strategy or sell an idea? It’s incredible how many 
presenters can’t clearly articulate their reason for 
presenting but when you have a clear objective 
you can measure your success. 

w Put it into practice: Make a note of why you’re 
there and what’s in it for your audience.

Pick one key message
Did you know that only 10 per cent of a 
presentation is likely to be remembered? So, 
when it comes to content, it’s vital to have clarity 
around one main message; a simple sound bite 
that gets repeated again and again. 
w Put it into practice: Pull out the one thing you 
want your audience to remember and repeat it 
throughout to ensure they know why they’re 
there and remember the key take-home message.

Connect through emotion
There is no more B2B or B2C. It’s all about H2H; 
natural human-to-human connections through 
compelling visuals and emotional stories. 
Our decisions – whether we buy or buy-in to 
something – are influenced by our emotions. 
w Put it into practice: Try to make your audience 
feel something. Use images to create sadness, 
excitement, inspiration – or even anger if it’s 
appropriate to your cause.

Use visuals to support your words
Your visuals aren’t a teleprompt – they’re there to 
support what you’re saying and act as aids to help 
your audience understand. By making visual aids 
useful, easy-to-read and to understand, you’ll 
provide clear and actionable insights that add 
value and impact for the audience.
w Put it into practice: Use icons to summarise 
main points and infographics to show key data.

Remove the rubbish
What gets left out of your presentation is actually 
more important than what goes in. Many believe 
that sharing everything is the best way to be 
transparent and open – that couldn’t be further 
from the truth! This will only put people off and 
make them lose interest faster.
w Put it into practice: Cut the clutter from 
the presentation to give clear and consistent 
messages. 

Prepare to present
Don’t forget to practise so you can deliver on 
the spot without notes; just a clear consistent 
message and idea of what you want your audience 
to do at the end. 
w Put it into practice: Read it aloud, instead of in 
your head, to get the best idea of timing. Let your 
personality and passion shine to make it more 
than a report. And avoid trying to memorise the 
script – it’s nearly impossible! S
presentationstudio.com

THE EXPERT

Emma Bannister 
is the founder and 

CEO of Asia-Pacific’s 
largest presentation 

communication agency, 
Presentation Studio. 

She’s passionate about 
presenting big, bold and 
beautiful ideas and has 

recently authored a book 
on transforming the way 

you present.
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Interruptions and 
distractions...
They don’t have to be the enemy, says Jenny 
Brockis. In fact, using them appropriately helps 
you retain energy and focus...

When you’re time short, is yet another 
interruption likely to make you run screaming for 
the hills? Do you yearn for an invisibility cloak, for 
just five minutes to complete that to-do list? If so, 
it’s time to ditch frustration and exhaustion and 
do things differently, starting with discovering 
the upside of distraction.

Although the human brain isn’t designed for 
long-term attention, we’ve somehow bought into 
the notion that efficiency and effectiveness come 
only from focusing hard all day long – not always 
the case. Choosing to work with your brain in the 
way it was designed provides scope for you to enjoy 
greater mental stamina and clarity of thought. 

And, when managed well, interruptions can 
actually play an important role as pit stops to 
refresh your mind and boost productivity.

A series of sprints
Focusing chews up a lot of mental energy, rapidly 
exhausting your cognitive resources – your 
attention is actually designed to be applied in 
short, sharp bursts. That’s why interspersing 
blocks of 25 to 45 focused minutes with a 10 to 
15-minute brain break works so well. Far from 
being a time waster, that mental break gives your 
subconscious time to process the information 

you’ve been working on, enhancing the formation 
of new associations and memory.

Stand up 
Sitting is the new smoking – the longer we sit, 
concentration wanes, speed of processing slows 
and we’re at risk of making more mistakes. With 
standing said to boost productivity by up to 46 per 
cent, take every opportunity to get on your feet.  

Break a sweat
A recent study showed exercising at work boosts 
energy levels, improves concentration and elevates 
mood. So, set a time and date, choose an activity 
you’re willing to try, set the bar low (there are no 
prizes for injury), find an accountability buddy 
and, most importantly, have fun! If the gym isn’t 
your thing, schedule a group lunchtime walk – 
spending time in a green space elevates the mood, 
putting you in a more positive frame of mind.

Have a giggle
Something that makes you laugh has a positive 
impact on your mood and energy levels, 
boosting productivity and persistence – the 
perfect distraction to get you over the hump of 
procrastination and mental fatigue. It’ll help you 
relax, lead to greater possibility thinking and offer 
confidence to step up to new challenges. It also 
helps you to handle any other pesky distractions 
more effectively.

Have a holiday
None of us are indispensable and, whilst you 
may feel guilty for taking time out for that long 
overdue holiday, don’t. Working too hard for 
too long makes us dull and time away from 
work refreshes our mental batteries. We’re more 
effective when we avoid overworking and take 
precious time out for emotional renewal. 

Still your mind
One of the biggest challenges we face is too many 
competing thoughts. Our limited attentional 
resources mean this can quickly lead to mental 
fatigue and the prefrontal cortex (the part of the 
brain used for planning, organising and decision 
making) shutting down. This is why the most 
important appointment of the day is the one you 
make with yourself, to pause and think. Here, 
you can retreat and think things through for a few 
minutes, prioritise and find calm and quiet away 
from the daily hubbub. You may just shut the 
door, listen to music, meditate or snooze – how 
you spend thinking time doesn’t matter; it’s the 
fact that you do it at all that counts. S
drjennybrockis.com
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Dr. Jenny Brockis is a 
medical practitioner 
specialising in brain 
health and mental 
performance in the 

workplace. She is also 
the author of Future 
Brain: The 12 Keys To 

Creating Your Own High-
Performance Brain. 
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Aim high
Would you love to direct the EA team in your 
workplace? Or are you looking to branch out and 
manage another area of the company? Whatever 
your aspirations, Karen Gately’s tips will get you 
to the top of the leadership board

Everyone has raw talent and energy, but if 
you’re striving for a leadership role, there are 
certain behaviours you should practice, to ensure 
your goal becomes a reality.

To lead, you must take ownership for developing 
your potential and behaving successfully – and 
remember that those in a position to influence 
your career are likely to be observing the way you 
go about your work, how you interact with others 
and the extent to which you engage in your own 
professional development.

Here are seven essential steps to securing that 
leadership responsibility you’ve been after: 

Learn and grow
Understand the capabilities and approaches 
you need to develop in order to have a positive 
influence on the engagement and performance 
of other people. Seek opportunities to learn and 
expand your capabilities – sign up for training or 
projects, ask to be mentored and listen to learn. 

Speak up
Voice your aspirations and proactively engage 
with senior leaders to develop your career plan. 
Be sure that decision-makers understand your 
ambitions and that you make yourself available for 

future opportunities – as the age old saying goes 
‘you don’t get if you don’t ask,’ so when you see a 
chance, grab it!

Step forward
Be prepared to give things a go and work hard to 
achieve the results you need. Mix with people 
who can teach you what you need to know or 
guide you towards the right decisions. And 
carefully consider the benefit each opportunity 
brings to develop, grow and advance as a leader. 

Step up
Self-starters are typically highly valued so assume 
a leadership role from within your current position 
– can you demonstrate your ability to lead others 
in the way you take initiative, make suggestions, 
support your colleagues and volunteer your ideas, 
time or energy? Treat people with respect and 
decency and you’ll have more people wanting you 
to take charge.

Learn about people 
Being a leader can be difficult and, at times, 
frustrating so being selected for that role will take 
demonstrating that you’re able to bring an effective 
approach to dealing with difficult people issues. 
A calm, considered and respectful approach, 
even when faced with the most disappointing or 
irritating behaviour imaginable, is essential.

Learn to be a leader
Develop the mindset and capabilities you need to 
be a great leader and they’ll help you get there. 
Communication, relationship management and 
stakeholder engagement skills combined with 
strong technical EA competence will see you 
identified as being capable of leading others. 

Choose who you work for
Work for those who are sincerely committed to 
helping you learn and grow. Be patient but also 
know when it’s time to move on to another team 
or organisation, where your prospects for growth 
or advancement are likely to be stronger. 

So, whilst sponsors and supporters are critical to 
being appointed to a leadership role, only you can 
really make it happen. Invest time and energy 
to learn and show you’re motivated to make a 
positive difference to the performance of your 
team, through influencing the success of the 
people around you. 

Don’t simply wait for someone to deliver the 
opportunity you’re waiting for – do your part to 
make it happen. S
ryangately.com.au

THE EXPERT

Karen Gately is a 
leadership and people-
management specialist, 

plus a founder of HR 
consultancy Ryan Gately. 
She works with leaders 
and HR teams to drive 

business results through 
the talent and energy of 

people. She has authored 
two books – The People 

Manager’s Toolkit: A 
Practical Guide to Getting 

the Best from People 
and The Corporate Dojo: 

Driving Extraordinary 
Results through Spirited 

People.
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NEWS

CAREER
All the career news, books and advice executive-level PAs need

No-one likes failure but it’s an inevitable part 
of working life and an interviewer knows that. 
While you won’t be the one to bring it up, you 
need to be prepared to answer that dreaded 
interview question – “tell me about a time you 
failed…” – in a positive way. 

Here, the interviewer is seeking to determine 
how you approach and deal with failure – do you 
step back, assess where you went wrong and learn 
for next time or do you sweep it under the carpet 
and act like it never happened?

w For a start, don’t pick a thinly veiled success 
story that isn’t really a failure as the interviewer 
will see straight through it. But, at the same time, 
don’t talk about a huge mistake that cost a lot 
of time and money. How about a time you made 
an oversight or error in judgement that caused a 
slight ripple in the ocean? Missing a deadline or 
failing to meet a monthly KPI, maybe? Just ensure 
the example doesn’t relate to a key requirement of 
the job you’re interviewing for.
w Show you know exactly where you went wrong 
by pinpointing the obstacles that prevented you 
from achieving what you wanted to. This shows 
you know the root cause and so can prevent 
reoccurrence.  
w Don’t attribute failure to things beyond 
your control – you’ll seem unaccountable and 
defensive. And, don’t blame others – an employee 
who looks for the nearest person to blame will 
always be a threat to morale and productivity. 
w Don’t be too hard on yourself – there’s being 
humble and self-aware, then there’s going 
overboard and being self-deprecating. Stick to the 
facts and show you can take these situations on 
the chin, rather than dwelling on them.
w Show you’ve learned from the situation by 
outlining lessons taken from the story – and 
say how you’ve since applied them to similar 
situations to achieve a more positive outcome.
Alex Jones is senior regional director at Hays Office Support

Executive PA Media is delighted to introduce 
a book review feature to the magazine – 
the perfect opportunity for our members 
to feedback to the rest of the readership 
about the books worth investing in for your 
professional development

Our first review will feature in the December/
January issue, covering It’s Who You Know by 
Janine Garner – the title will be reviewed by 
Executive PA magazine reader Sue Watkins.

Following on from Janine’s informative article 
on page 60 of this issue on building your network, 
her book further explains how a hand-picked 
network of just 12 key people can really fast-track 
your success by providing strength, diversity and 
opportunities for you. Janine explains who you 
need to know, how to get to know them and how 
to make value a two-way street. 

Janine promises that by the end of the book 
(which comes complete with action plans, 
checklists and an online diagnostic tool), you’ll be 
able to:

w Master the art of real and influential strategic 
networking 
w Identify who you need in your circle, and how 
to find them 
w Nurture and maintain your professional 
relationships 
w Use your network to help make your dreams of 
success come true 
w Future-proof your career and business ventures 
with a power network that evolves with you and 
is a non-stop source of opportunity and support.

We’ll look forward to reading Sue’s thoughts on 
the title next issue!

READER REVIEWERS
To be considered for future opportunities, please join our Executive PA Media 
reader database by e-mailing editor@solutionspublish.co.uk with some details 
about you, your role and the company you work for.

ALEX JONES

Tell me about a time 
you failed…

JANINE GARNER

It’s Who You Know

INDUSTRY EXPERT BOOK REVIEW
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Spaces that transform
Our event spaces at the British Museum easily 
transform into a flexible suite of facilities for any 
event. Centrally located, we host everything from 
all-day conferences, product launches and film 
screenings to elegant receptions and dinners.
 
With packages starting from £55 per person, 
contact us now to find out how we can turn your 
next event into your best event.

To transform your next event, contact us on
+44 (0)20 7323 8136 or
venuehire@britishmuseum.org
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