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Day 1
Program at a glance

7.45am    Registration Opens
8.30am    Chairperson's Day One Opening  Remarks
8.35am    Keynote Opening Address
Leadership at the cross roads of a new EA role – 
embracing your role in leading to facilitate positive 
outcomes

9:15am    Keynote Address
Emotional intelligence – the key to being an amazing EA

10:00am  Executive Panel Discussion
The EA as a corporate fortune teller – learning how to 
see around corners

11:00am  Morning Coffee

11:30am  EA Panel Discussion
Risk and being proactive – when to take initiative and 
when not

12:30pm  Keynote Address
LEADABILITY - How great leaders are made!

1:15pm    Lunch

AFTERNOON STREAM 1
BUSINESS ACUMEN & BUSINESS 
FUNDAMENTALS WORKSHOP   
2:30pm    Business Acumen & Business 
Fundamentals Workshop
3:15pm    Afternoon Tea

3:45pm    Business Acumen & Business 
Fundamentals Workshop
5:30pm    Close of Day One & Cocktail 
Reception
7:00pm    Gala Dinner

AFTERNOON STREAM 2
LEADERSHIP & MANAGEMENT- STAYING ONE 
STEP AHEAD  
2:30pm    Embracing Technology and Being a 
Leader in Your Executive Teams
3:15pm    Afternoon Tea
3:45pm    Making Social Media Work for You 
and Your Executive
4:30pm    Modern Information & Knowledge 
Management- Working Smarter Today to 
Leave a Legacy for Tomorrow
5:30pm    Close of Day One & Cocktail 
Reception
7:00pm    Gala Dinner

Day 2

8.25am    Chairperson’s Day Two Opening Remarks
8.30am    Keynote Opening Address
Overloaded – learning to thrive in a relentless change 
and stress-filled environment 

9:15am    Keynote Address
Self-Belief and Self-Worth – having the belief and 
confidence in who you are and what you are capable of 
doing to succeed

10:00am    Keynote Address
Employee EnRAGEment: Why people hate working for 
your executive – and what you can do about it!

10:45am    Morning Coffee

11:15am    EA Panel Discussion
Managing up – and managing sidewards

12:15pm    Executive Panel Discussion
The EA as Ambassador for the Executive Office

1:15pm      Lunch

2:30pm      Keynote Address
Understanding and identifying communication styles, 
management & leadership styles – and impacts from 
an ever-changing workplace landscape

3:15pm      Afternoon Tea

3:45pm      Keynote Address
Managing your career proactively – networking and 
development to guarantee your future

4:15pm      Keynote Closing Address
Heartbeatz for Resilience – developing the quality 
within that allows us to recover readily from challenges 
and adversity

5:15pm      Close of Conference
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