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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  a l ly .  

by Rik Rushton

2.00 PM DEVELOPING YOUR LEADERSHIP
SKILLS: CREATING YOUR
PERSONAL BRAND POWERHOUSE

Bui ld your communicat ion and presentat ion ski l ls
Del iver your key messages with c lar i ty and impact
Use your body language and voice for  maximum
impact
Transform fear into posi t ive energy
Showcase your unique point  of  d i f ference
Enhance your power of  inf luence to del iver your key
business messages in a memorable way

Your abi l i ty  to have an impact in your workplace begins
with you. Powerful  communicat ion and expression ski l ls
are essent ia l  when developing your career,  bui ld ing
your leadership ski l ls  and growing your personal  brand.
For far  too long EAs have been comfortable in the
background, al lowing their  Execut ives to take the
spot l ight .  However,  not  being seen wi l l  hold you back in
your career and stop you from achieving your fu l l
potent ia l .  

As we enter a new work paradigm, i t 's  t ime to step
outside your comfort  zone. In th is fun,  h igh-energy,  and
hands-on session, Jordana shares valuable techniques
to help you feel  empowered to f ind your voice,  express
your ideas with passion, and become a leader wi th in
your organisat ion.  Jordana wi l l  share techniques and
strategies to:

We’ l l  cover tools to bui ld your Personal  Brand both in
your workplace, and onl ine,  to ensure your expression,
messaging and unique voice are consistent in al l  areas.
Now is the t ime for you to be seen, be heard and to
lead with inf luence.

by Jordana Borenstjan



BREAK

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

HAVING THE CONFIDENCE TO
SUCCEED

CLOSE OF SERIES

by Darren Isenberg

by Kaley Chu4.00 PM

4.45 PM
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BUILDING A BETTER CULTURE2.45 PM

5.30 PM

COCKTAIL FUNCTION5.30 PM

The surpr is ing way your level  of  indiv idual
inf luence is determined ( i t  doesn’ t  qui te work the
way you think).
Seven smart  and simple strategies to improve
your own degree of  posi t ive inf luence
How posi t ive inf luence can change the cul ture of
an organisat ion.
Contr ibute towards creat ing a more posi t ive and
trust ing work cul ture.

I f  only the workplace was al l  smooth sai l ing.  The EA
role is perfect ly posi t ioned to inf luence the cul ture
of an organisat ion.  Inf luence is the abi l i ty  to al ter
the act ions of  other people.  Posi t ive Inf luence is the
abi l i ty  to do so for good, rather than for evi l .
 
Using more posi t ive inf luence in the workplace has
signi f icant consequences on the ef f ic iency and
happiness of  the teams we work wi th,  as wel l  as the
contentment of  the c l ients we seek to sat isfy and
retain.

This session wi l l  g ive you the tools to improving
posi t ive inf luence, t rust  and a more posi t ive
corporate cul ture.

3.30 PM

Moving beyond your comfort  zone with ease
Control l ing chal lenges and maintaining
momentum
The habi ts and r i tuals of  success
How to ensure your success is a certainty

This session is al l  about you and what makes you
t ick.

Through this interact ive and highly engaging
session you’ l l  d iscover how you al ign wi th your
organisat ion’s cul ture and what i t  takes to t ru ly
thr ive.  We’ l l  look at  pract ical  ways to ensure you
remain ef fect ive and passionate in every area of
your l i fe.  By understanding your own mot ivat ions
and behaviours you’ l l  understand how to change for
the future.

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

Melbourne

by TBC

"Company Culture is the
backbone of any

successful organisation"
Gary Vee


