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The fit with their Executive;
The ability to lead from within;
Being a true decision maker, and
Understanding their Executive’s Business Objectives.

Executive Assistants are at the forefront of a rapidly changing career front. A career that in the 1940’s saw us confined to the typing pool,
answering telephones, and making tea. Fast forward to the twenty-first century and the role is almost unrecognisable. Today’s Executive
Assistants are on a positive global trajectory that shows a definitive move away from the traditional role of delivering administrative and
diary management support, (or secretarial work), to that of a more senior role that delivers strategic business support, holds a seat at the
Executive table, and is a true business partner to their Executive. Executive Assistants today are leaders, not followers, they are proactive
not reactive, they are career driven not complacent, they have earned their seat at the table and they drive their own strategic agenda rather
than a typewriter.

The statistics compiled show how influential the role of today’s Executive Assistant is to the success of their Executives. Globally, over 55%
of Executive Assistants support more than one leader, demonstrating how the role has evolved from traditional one on one support. While
statistics reflect that the role remains more heavily female dominated, we are seeing a gentle but steady shift towards males successfully
transitioning into the role as their career of choice. The study revealed that 79% of Executive Assistants surveyed have been in their existing
role for 3 - 5 years, indicating that Executive Assistants are finding true value in their role and are able to adapt, grow and deliver at a higher
level which sees them emerging as a true business partner rather than outgrowing their role.
 
Working globally across a vast cross section of small, medium, and large organisations, 4% of surveyed Executive Assistants sit within the
age bracket of 25–31 with the remaining 96% falling within the 32–48 years and above category. These statistics demonstrate how the role
is strongly aligned to those who have the maturity, drive, experience, and appreciation for their own ability to deliver at the true business
partner level.
 
There are several key elements required to ensure a successful true business partner relationship:
 

 
The importance of the perfect fit between Executive and Executive Assistant is paramount to the success of the relationship. Sharing the
same values, the same goals and understanding how each other thinks and reacts to certain situations is critical, as is pre-empting the needs
of your Executive and holding each other in high regard. I think of the fit similarly to a completed jigsaw puzzle, where all the pieces are
made to fit seamlessly.

Executive Assistants who perform at the highest level, are often referred to as true leaders who lead from within. They have a sense of
increased self-awareness, resilience, and flexibility. They have a heightened sense of Emotional Intelligence (EQ), they are assertive, socially
aware and driven in a way that ensures their personal growth and success.
 
Executive Assistants are empowered decision makers. They have the necessary skills and organisational knowledge to ensure their
Executives are appropriately briefed to make the best-informed decisions possible. The role of the Executive Assistant is one of influence
and enormous contribution to the productivity levels across the organisation.
 
Understanding the Executive’s business objectives, values, key performance objectives and the organisations strategic plan is critical. To be
truly aligned with the Executive is to understand and embrace the same trajectory to success on which they are travelling. You must both be
working in the same direction, for the same goals, intrinsically aligned in all you do, creating a sense of synergy where together the sum of
the outputs is greater than the sum of the individual contributions.
 
The Executive Assistant relationship is built solidly on trust, authenticity, passion, and a shared vision. Executive Assistants are strong,
reliable, strategic, and completely committed to their Executives and the organisation. Performing at the true business partner level their
role ensures that Executives can perform and deliver at their highest possible level. Executive Assistants bring an undeniable passion of
wanting to serve to their role. While the demands of this role and the Executive vary immensely, one thing is certain, the role has transpired
from one of simply fulfilling the needs of the Executive at an administrative level to one of providing strategic input at the Executive’s level.
The role of the Executive Assistant is one of a true business partner, a partner that supports, leads, adapts, and directly contributes to the
success of the Executive and the success of the organisation. A role that should never be underestimated.


