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About Us
Executive Secretary Magazine is a global publication specifically created to 
provide training for Assistants. Today’s Assistants have so many roles and skills 
that they need to be the best that they can be, and we are passionate about 
delivering the training that they need. The magazine’s CEO Lucy Brazier travels 
the world speaking to thousands of Assistants to fully appreciate the complexity 
of the role. This has created opportunities for the magazine to collaborate with 
the industry experts, and we have become the leading authority providing best 
practice, practical tips, and information for our subscribers; it’s what they have 
told us they want to see! The Corporate Subscription is the ideal way to offer 
relevant training to this crucial workforce who are operating as business partners 
with their Executives, and ambassadors for their companies.

What is a corporate subscription?
A corporate subscription is a service for companies that require multiple print 
and/or digital subscriptions – helping you to save time, hassle and money by 
combining them into one company-wide subscription. This is available for those 
companies with existing subscribers or for new customers. 

Who is eligible for a corporate subscription?
If you have three or more EAs/PAs/Admins/Secretaries in your company then you 
will find a corporate subscription is your most cost effective training solution. 

Digital Service 
We can set up a digital subscription that will allow your staff unlimited access 
to our website from your office location(s) for a set period as well as access to the 
magazine (including all the archive copies) in PDF/digital format. 

Did you know...
We offer a similar service for associations and networks. You can buy a licence 
and share the magazine on your website or order copies with messaging on the 
cover letter specifically for your members. We are happy to work with you to 
provide a customised solution.

What is the cost?
Small groups start from £350/€535/US $595 per year. 
Larger groups start from £500/€775/US $850 per year. 

The Association licence is for up to 1000 members and can encompass the 
Assistants in global companies spread across the world. The price for this 
is £3,000. This is equivalent to £3 per person for a whole year of training!

What happens next?
Contact us for a free digital sample and provide the number of members for a 
bespoke quotation. subscriptions@executivesecretary.com 

Subscribe Now!
Share relevant training with every Assistant 
from the world’s top trainers for Administrative 
Professionals. And no advertising!

 Contact subscriptions@executivesecretary.com  
for all subscription enquiries

 �  Cost effective – as a corporate client you will receive more 
competitive subscription rates.

 �  Save time and hassle – if you currently have multiple copies 
going to your organisation that are paid for separately and 
expire on different dates, by becoming a corporate subscriber, 
your new and current subscriptions will be synched so that 
they all expire on one date.

 �  Share training and best practice – all your administrative 
staff will have access to the magazine and the training it 
offers, which encourages discussion and learning across all 
departments. Articles of particular interest at any given time 
can be highlighted and shared. 

Key corporate and association subscription benefits

Corporate and Association Subscriptions
Did you know that we offer corporate & association licences which allow 

you to share the magazine with as many people as you like?
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Triage Your Executive’s 
Emails – and Give Them Back 
46% of Their Time
Did you know that the average executive spends 
up to 58% of their time on email? That means 
that your business is paying them up to 58% 
of their salary, just to do email. Extraordinary 
isn’t it?

We know that many of you are frustrated with 
not being able to take over looking after your 
executive’s email because you know how much 
time you could free up for them, and how much 
more efficient it would make you if you better 
understood what was happening in their world 
so you could plan accordingly.

Matt, my assistant, and I were no different. 
When Matt started working for me, I had 
over 25,000 unread emails. Matt is meticulous 
about his inbox and descends into apoplexy if 
he has more than 10 emails in his inbox at any 
one time. Looking slightly pale, he raised the 
issue with me and half-jokingly suggested that 
unless I gave him access, we might have needed 
to part company. 

Matt and I work very well in partnership and so 
the decision was not difficult, but we know it’s 
not always that easy to have that conversation. 
The trick is to put it in business terms. So, 
rather than stating that it’s the Assistant’s job 
to do the executive’s email and you ought to be 
doing it, attach the stats. 

‘Did you know that the average executive 
spends 58% of their time dealing with email? 
That means that the company is spending 58% 
of your salary on you doing email. I just learned 
a way that I can take this down to 12% of your 
time. And I don’t delete anything so you can 
still be in control. The system is really easy, and 
it will give you back 46% of your time to get 
on with doing all the other things you should 
be doing. Would you like me to show you how 
it works and maybe we can trial it for a couple 
of weeks to see how it goes?’

Believe me, once they have tried it there will 
be no going back. It has revolutionised my life. 

So, back to my story. I gave Matt permission to 
take over. He lifted my entire inbox and put it 
in a new file which he called ‘Beyond Help’ and 
then we went to work to create this new system 
to triage my email.

We started by creating five folders:
1. Today
2. This week
3. FYI
4. Matt has dealt with
5. To be deleted

1. Today
‘Today’ has in it everything that I absolutely 
HAVE to answer before I go to sleep tonight. 
Whether I am on the road touring or in 
meetings or in the office, the replies to these 
emails must be sent today.

2. This Week
‘This week’ is not actually just this week. It is 
everything else that needs a response. If I am on 
a long flight or feeling particularly virtuous, I 
might clear down both folders but, on a daily 
basis, Matt moves anything that needs doing 
today into the ‘Today’ folder.

3. FYI
‘FYI’ is anything that I need to read but don’t 
need to respond to. It makes for great bedtime 
or plane journey reading.

4. Matt Has Dealt With
‘Matt has dealt with’ does exactly what it says 
on the tin. Anything that Matt has already 
dealt with goes here. So, requests for meetings, 
brochures, information, things that he has 
forwarded to the correct member of staff – you 
get the idea – goes in here.

5. To Be Deleted
And finally, ‘To be deleted’. To be honest, 
Matt could probably just delete all of these 
emails, but I am a bit of a control freak and 
don’t like anything to disappear without me 
having seen it. This is my safety net. It allows 
me to go through them all and delete myself, 
just in case he has missed anything – which is 
extremely rare. By the way, it’s also great for my 
endorphins to delete all those emails!

Relatively, it takes Matt a lot less time to triage 
them than it did for me to go through them. 
At the time he took them over, I was getting 
up to 500 emails a day and having to work my 
way through them – and failing miserably. The 
result was lots of people getting angsty because 
I wasn’t responding in a timely fashion, and me 
missing out on lots of potential opportunities 
because I never saw them.

The results speak for themselves.

I now deal with between 30-50 emails per day. 
I know exactly where I stand. Nothing gets 
missed and we are in control. My inbox stands 
at just five emails as I write this.

It’s a wonderful tool to give your executive 
back their time – which is what your business 
employs you to do. 

Take this system with our love and use it as a 
way to show how a proactive partnership can 
work! I promise, it will change your executive’s 
and possibly your life.



In September 2020, over 1000 Assistants joined the world’s top Tech 
trainers for Assistants for two days of inspiration, tech skills and practical 

knowledge and developed and future-proofed their careers.

In June 2021 we’re going to do it all again! Join us for 48 hours of learning 
and inspiration (and a further 2 weeks after the event to watch any 

sessions you missed on catch-up) You won’t want to miss this.

We look forward to bringing YOU more cutting edge technical training 
and learning in June. 

Interested in a group licence to allow a team of 6 or more assistants to 
watch together? Contact us TODAY!

www.execsectech.com
lbrazier@executivesecretary.com
+44 (0) 203 973 7752

FIND OUT MORE NOW!

YOUR TECH-SAVVY JOURNEY CONTINUES

Embrace technology, transform your mindset 
and boost your digital confidence.

It’s Back!

https://www.execsectech.com/
https://www.execsectech.com/
mailto:lbrazier%40executivesecretary.com?subject=

