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About Joan Burge and O�ce Dynamics International:

Known as the pioneer of the administrative training industry, Joan Burge is an accomplished 
author, professional speaker, consultant, and experienced corporate trainer. Identifying an 
untapped niche, she founded O�ce Dynamics International (ODI) in 1990, inspiring excellence 
in the administrative profession. Since then, ODI has grown into a global industry leader, offering 
a broad range of training and coaching solutions for administrative assistants and their execu-
tives. Joan’s never-ending quest to provide top-notch educational programs earned the respect 
of premier clients like Walt Disney World, Procter & Gamble, Cisco, Humana, Huntington Bank, 
and Nationwide. 
 
Joan is the creator and host of the Annual Conference for Administrative Excellence™ (started 
in 1993). She developed robust certification courses such as World Class Assistant™, conducted 
more than 300 customized workshops and seminars, and produced 400+ educational videos for 
administrative and executive assistants across the globe. 
 
Joan’s five books, including the Amazon bestseller Who Took My Pen…Again? and her other pop-
ular works of reference continue to be favorites among administrative professionals worldwide.
 
She is a member of the American Society for Training & Development, Society for Human 
Resource Management, and Vistage International.
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Important Considerations for Persuading Others

1. Tone

2. Motivators

3. Communication Style
 • Red: short, to the point, concise
 • Yellow: casual, informal, seeks harmony
 • Green: detailed, precise, facts, not interested in personal feelings
 • Blue: abstract-thinker, casual, good listener

4. Timing

5. Body Language

6. Values and Beliefs

7. Personal Credibility

8. Impact Words: example is to say “investment” instead of “cost” 



1. Know what you want.

2. Formulate a clear and accurate plan for persuading others.

3. Consider the buyer’s viewpoint.

4. Show the domino effect, positive or negative.

5. State the benefits of a desired outcome whether for yourself, the receiver, the 
    department, or the organization.

6. Watch for logical statements that might confuse your audience.

7. Offer options.

8. Keep in mind the format you will use to present your case.

9. Try to gauge your receiver’s communication style preference

10. Watch and listen to the receiver.  

11. Frame your questions in a way that will generate the answer you want.
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Principles of Persuasion



One area assistants seem to get the least support is in training and development. Here are 
things to keep in mind when persuading your leader to let you attend training courses, 
webinars, or conferences. 

1.  You need to continually learn and grow. In today’s competitive marketplace and 
     at the pace this profession is changing, if you do not continually enhance your 
     skills, build new ones, and have a strategy for your career, you will get left in the 
     dust.

2.  Don’t feel guilty about being out of the o�ce to attend something that will make 
     you better, faster, smarter, and sharper.  

3.  Get your executive to see the long-term payoff. Often executives think about the 
     number of days you will be out of the o�ce. You need to help them see that while 
     you may be gone three or four days, you will gain skills and knowledge that will take 
     you, and them, into the future.  

4.  Executives travel all over the country. Why shouldn’t you? Some assistants tell 
     me they can only attend seminars that take place in their city or state. That is not 
     21st Century thinking. Assistants should be a business partner to their executive, 
     so start acting like a business partner and convince your manager why you should 
     be allowed to travel out of state.

5.  I’m sure you receive heaps of information on seminars, conferences, and workshops 
     for administrative and executive assistants. Be selective. Some things to consider 
     are: 
 • Who is the speaker?
 • What qualifies them to speak on the subjects covered?
 • If they are going to speak on how to thrive in your profession, do they understand
   the administrative profession?
 • Did they ever work for any length of time as an administrative o�ce professional?
 • What is the value of the program? In other words, what are you getting for your
            money? The quality of the materials? Any extra events such as a welcome dinner?
    What meals are included? Of course, the content should always be the most
   important but when you are comparing one seminar to another and can only 
   attend one, you need to consider these other aspects.
 • Is this a lecture or will you be actively involved in the learning process?

6.  Don’t give up. If you really believe this training will help you professionally or even 
     just rejuvenate your enthusiasm about your career, realize it may take three or four 
     attempts to convince your manager. You may have to try different ways or formats 
     to persuade your executive and, remember, timing is important.
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Points to Consider for Training Support
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At O�ce Dynamics International,
We Passionately Believe

We passionately believe and know that when a
company invests in professional development for their 
administrative community, the entire company wins.
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