
Kathleen Drum

Connect with Kathleen on Social Media

Kathleen Drum is the Senior Editor of Executive Secretary Magazine, 
a position she has held for the last four years. Kathleen is responsible 
for the look, feel and content of both the magazine and website, 
as well as the content of the Speaker Bureau, LIVE websites and 
ExecSecTech website. 

A former Assistant, Kathleen understands the issues and 
opportunities that face the profession, and the people within it. Her 
administrative experience ranges from the site office to the C-suite 
and includes Crossrail, one of the largest construction projects in 
Europe, and the London 2012 Olympic and Paralympic Games. 

Kathleen’s mission is to bring thought-provoking, timely and 
inspiring content to administrative professionals around the 
world; empowering them not just to succeed in their roles, but 
to excel. She works closely with Executive Secretary’s authors 
and speakers to make this happen. During her tenure Executive 
Secretary has increased its content offerings to include free-to-
download eBooks and supplements, as well as email campaigns 
such as #AskForTraining. Kathleen is a member of the Chartered 
Institute of Editing and Proofreading and holds the PRINCE2 project 
management qualification. 

Kathleen also writes for the magazine and has spoken at Executive 
Secretary LIVE in New Zealand. 
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https://www.linkedin.com/in/kathleendrum/
https://twitter.com/KathleenDrum


to buy this session for personal use or to share 
with your team

This session is worth 0.5 IAAP recertification points.

Click here
to make an appointment to speak to us about 
booking Kathleen to speak to your team either 
virtually or in person

to read Kathleen’s articles for Executive 
Secretary Magazine

Having moved from a 100-person open plan office 
on the 25th floor of a central London office block, to 
working on her own as part of Executive Secretary’s 
distributed team, Kathleen Drum had to quickly adjust 
to a new way of working.  In this session Kathleen 
shares the three concepts that she uses to thrive in this 
environment and that can be applied to both remote 
work and office work.

Session: Three Concepts that 
Changed the Way I Work

 ■ Time is finite, expectations are 
infinite: using your time wisely 
with the 168 hours concept

 ■ Capturing thoughts and tasks 
using the GTD method

 ■ Treat everything like a project 
– the fundamentals of project 
management applied to EA 
tasks

 ■ Capturing and communicating 
your victories

Learning Outcomes
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