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The modern execut ive of f ice has been evolv ing over the past couple of  decades and a major aspect of  that  is
Corporate Cul ture. I f  you want to play buzzword bingo, ta lk to a consul tant  about cul ture!  A lot  is  said on this topic
yet there’s not a great deal  of  substance.

Often, corporate cul ture is impl ied,  never expressly def ined, developing organical ly over t ime from the cumulat ive
trai ts of  the people the company hires.   Cul ture has been hard to maintain over the last  couple years.  Af ter  al l ,  i t ’s
tough to nurture a shared set of  bel iefs and behaviours when people are distant,  and the work is dispersed.

The talent revolut ion and the number of  people leaving their  jobs is perhaps the best evidence that organisat ional
cul tures are struggl ing.  EAN have ident i f ied that  Execut ive Assistants are a key posi t ion to bui ld ing and
maintaining a posi t ive and support ive workplace cul ture.  

According to a 2019 Society for  Human Resource Management report ,  toxic workplace cul tures have dr iven 20% of
employees out of  their  jobs in the past 5 years — at a turnover cost  greater than $223 bi l l ion.

A posi t ive workplace cul ture improves teamwork,  ra ises the morale,  increases product iv i ty and ef f ic iency,  and
enhances retent ion of  the workforce. Job sat isfact ion,  col laborat ion,  and work performance are al l  enhanced. And,
most important ly,  a posi t ive workplace environment reduces stress in employees.

In th is new normal,  i t  is  apparent that  people are no longer wi l l ing to work for  organisat ions that don’ t  a l ign wi th
their  values. Today we look at  the crucial  ro le that  EAs play in ampl i fy ing workplace cul ture and ensur ing they are
helping bui ld a support ive and sat isfy ing workplace.

Culture – The EA as the Transformation Driver

1.00 PM WELCOME

1.15 PM THE PRAGMATIC EA GUIDE TO
DRIVING CULTURE

What do we REALLY mean when we talk about
cul ture?
How to bui ld a cul ture that ’s resi l ient  in the face
of uncertainty
Strategies that  have impact,  both personal ly and
professional ly
Bui ld ing a workplace with heart  and meaning

Culture can be seen as a shared set of  bel iefs and
an accepted set of  behaviours.  
For better or worse, i t ’s  “ the way things get done
around here,”  or  “what people do when no one is
looking.” I t ’s  that  uncomfortable feel ing you get when
you feel  you don’ t  f i t  in.

How much inf luence can an EA have over an
organisat ion’s cul ture?

This session wi l l  look at  what Cul ture is and the
elements and r i tuals that  imbed i t  into an
organisat ion.  Introduce you to the tools that  bui ld
employee engagement and get employee buy- in
across the organisat ion.  Whether you are looking to
inf luence a smal l  team, or have a greater impact
across the whole organisat ion,  understanding
cul ture and how to inf luence i t  wi l l  be your greatest
al ly.  

by TBC

2.00 PM TAKING THE LEAD - DEVELOPING
YOUR PERSONAL BRAND
POWERHOUSE

What i t  takes to communicate and create
author i ty
How to stand out wi thout stepping on toes
Lead and create advocates that support  you
Create a last ing impact in your workplace

Your abi l i ty  to have an impact in the workplace al l
begins wi th you. Your Personal  Brand – how others
see you – and your abi l i ty  to posi t ively inf luence
those around you.

For far  too long EAs have been comfortable in the
background, al lowing their  Execut ives to take the
spot l ight .  Not being seen wi l l  hold you back in your
career and wi l l  h inder you when you need others to
col laborate.

Now is the t ime for you to step outside your comfort
zone and be a leader wi th in your organisat ion.  Be
seen, get recogni t ion and lead with your brand and
inf luence. Bui ld diverse networks wi th stakeholders
and develop your reputat ion for  being a powerhouse
and go to expert .

by Adam Franklin



BREAK

THE CHALLENGES THAT PERSIST
- IT’S NOT THE PERSON, IT’S THE
CULTURE

HAVING THE CONFIDENCE TO
SUCCEED

CLOSE OF SERIES

by Elaine Jobson

by Shelly Horton

4.00 PM

4.45 PM
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COURAGEOUS CONVERSATIONS2.45 PM

5.30 PM

COCKTAIL FUNCTION5.30 PM

Learn the keys that wi l l  ident i fy problems before
they prol i ferate
Minimise anxiety in the workplace, for  you and
your col leagues
Feel empowered to have an impact on your
organisat ion
Strengthening your cul ture for  t imes of
uncertainty

I f  only the workplace was al l  smooth sai l ing.To
excel  as an EA i t ’s  important to understand the
di f ferent dynamics at  p lay.  From generat ional
di f ferences, staf f  turnover and remote workplaces,
chal lenges abound in bui ld ing a cohesive and
posi t ive company cul ture.  Lef t  unaddressed i t ’s  a
recipe for a negat ive and toxic workplace ful l  of
di f f icul t  personal i t ies.

No one wants to work that  way.

This session wi l l  g ive you the tools to understand
people and how their  brains are wired.
Understanding their  mot ivat ions,  coupled with
insights f rom Neuroscience, wi l l  provide you with
the tools to help r ight  the ship.

3.30 PM

Prepare for  a di f f icul t  conversat ion
Know why, how and when to step up and start  a
di f f icul t  conversat ion
Ask quest ions that st imulate agi le th inking and
explore new possibi l i t ies
Discern the most important th ing af ter  a di f f icul t
conversat ion

One of  the keys to dr iv ing a posi t ive cul ture is being
able to have those awkward and di f f icul t
conversat ions.  They’re uncomfortable,  can of ten be
emotional ,  and many people would rather ignore
them.

Through this highly engaging session you’ l l  d iscover
how to say the r ight  th ing and ensure you are t ru ly
represent ing your values and boundar ies,  and the
expectat ions of  your organisat ion.

Daryl  El l iot t  Green knows what i t  takes to deal  wi th
the unexpected. His insights and ref lect ions wi l l
help you deal  wi th the uncertainty that  comes with
di f f icul t  s i tuat ions and people.

The EA role is unique one in the organisat ion.  Often
over looked, under-valued and unrecognised, i t  takes
a special  k ind of  person to perform and thr ive in the
role.  Your number one supporter should be yoursel f ,
but  a l l  too of ten sel f -doubt gets in the way.

Bel ieving in yoursel f  is  cr i t ical  when you are faced
with the uncertainty and stress of  an EA role.
Having an at t i tude of  “ I ’ve got th is” ,  no matter what
the circumstances wi l l  g ive you the edge when i t
comes to performing. This can do, never fa i l  at t i tude
is infect ious and wi l l  inf luence those around you to
great performance.

Sel f  conf idence makes everything easier.  From
networking to deal ing wi th a di f f icul t  col league, and
responding in a cr is is.  In th is session we look at
Sel f  Conf idence, what i t  is ,  how to bui ld i t  and
ensure you retain i t .

·The science of  sel f -conf idence
·Keeping perspect ive when under pressure
·Maintaining composure when egos at tack
·The dai ly habi ts that  bui ld a bul let-proof mindset

7.30 PM CLOSE OF DAY

Brisbane

by Daryl Elliot Green

"Company Culture is the
backbone of any

successful organisation"
Gary Vee


