
EXECUTIVE PA TRAINING:
MASTER ADVANCED SKILLS



Introduction
An executive personal assistant works at the centre of a leader's day, where every small
decision affects how much time the executive has for the work only they can do. That
position demands advanced judgement, not just efficiency. This Executive PA Training:
Master Advanced Skills Training Course develops the capabilities that separate a competent
assistant from an indispensable one. Furthermore, it covers executive diary strategy,
briefing and information control, stakeholder gatekeeping, board and meeting support,
travel and event management, and confidential communication. Participants also practise
on real situations from their own roles. As a result, they leave able to operate independently
and represent leadership credibly.

Executive PA Training: Master Advanced Skills Course
Objectives
- Manage executive diaries strategically, not just reactively.

- Prioritize the executive's time using the Eisenhower Matrix and impact criteria.

- Prepare decision-ready briefings, summaries, and correspondence.

- Control information flow, documents, and access to the executive.

- Manage stakeholders and act as an effective professional gatekeeper.

- Support board, committee, and executive meetings end to end.

- Coordinate complex travel, events, and VIP arrangements.

- Handle difficult requests, complaints, and escalations with authority.

- Apply confidentiality, information security, and safe digital practices.

- Measure PA performance with accuracy, turnaround, and satisfaction indicators.

Course Methodology
- Interactive workshops built around real executive PA situations.



- Guided practice in briefings, gatekeeping, and meeting documentation.

- Role-play for stakeholders, difficult requests, and confidential matters.

- Diary, travel, and reporting tool exercises with live templates.

- Case studies from corporate, government, and international settings.

- Action planning that links each skill to the participant's own role.

Who Should Take This Course
- Executive personal assistants and senior executive assistants.

- PAs supporting chief executives, directors, and board chairs.

- Assistants managing complex diaries and stakeholder relationships.

- Senior secretaries moving into executive PA responsibility.

- Executive office staff handling gatekeeping and briefing duties.

- Administrative professionals preparing for the PA role at senior level.

Executive PA Training: Master Advanced Skills Course
Outlines

Day 1: The Executive PA Role and Professional
Judgement
- Defining the executive PA role and its advanced scope.

- Understanding judgement, discretion, and professional initiative.

- Building a high-trust partnership with the executive.

- Reading priorities, preferences, and pressure points.

- Handling confidential matters with correct discipline.



- Assessing personal strengths and development gaps.

- Completing an executive PA capability self-assessment.

Day 2: Diary Strategy, Priority, and Time Protection
- Managing complex diaries and overlapping commitments.

- Applying the Eisenhower Matrix and impact-based prioritization.

- Protecting focus time and blocking strategic priorities.

- Screening, redirecting, and approving meeting requests.

- Managing time zones, recurring commitments, and travel days.

- Balancing proactive planning with real-time disruption.

- Designing an executive diary strategy.

Day 3: Briefings, Information, and Stakeholder Control
- Preparing briefings, agendas, and executive summaries.

- Controlling document flow, approvals, and version tracking.

- Building registers for contacts, commitments, and follow-ups.

- Acting as a professional gatekeeper with firmness and courtesy.

- Managing incoming stakeholder requests and escalations.

- Applying confidentiality and information security practices.

- Drafting a briefing pack and a contact register.

Day 4: Meetings, Boards, Travel, and Events
- Supporting board, committee, and executive meetings.

- Preparing papers, minutes, and decision-tracking records.

- Coordinating complex domestic and international travel.



- Managing itineraries, visas, logistics, and contingencies.

- Coordinating events, receptions, and VIP arrangements.

- Handling protocol and forms of address appropriately.

- Practicing meeting, travel, and event coordination.

Day 5: Communication, Pressure, and Effectiveness
- Communicating with authority on behalf of leadership.

- Handling difficult calls, complaints, and sensitive requests.

- Managing pressure, interruptions, and competing demands.

- Using digital tools for diary, filing, and reporting efficiently.

- Improving PA systems and reducing friction for the executive.

- Reviewing performance and setting development goals.

- Preparing a 90-day executive PA action plan.

Conclusion
By successfully completing Executive PA Training: Master Advanced Skills, participants will
gain the knowledge to manage executive time strategically, control information and access,
and support boards, travel, and events with confidence. They will acquire skills in diary
strategy and prioritization, briefing and stakeholder control, meeting, board and travel
coordination, and confidential communication that make them a dependable extension of
leadership. Gentex Training Center builds this course around real executive PA situations, so
learners return ready to operate at the advanced level the role demands.

FAQs



Q1  What is the "Executive PA Training: Master
Advanced Skills" course about?
It develops the advanced capabilities expected of an executive personal assistant. The
course covers diary strategy and prioritization, briefing and information control,
gatekeeping and stakeholder management, board and meeting support, complex travel and
events, and confidential communication.

Q2  What are the key benefits of the "Executive PA
Training: Master Advanced Skills" course?
Participants protect executive time more effectively, prepare briefings that speed up
decisions, and manage stakeholders and requests with professional firmness. They also
coordinate complex travel and events reliably, handle confidential matters correctly, and
become trusted to act independently on leadership's behalf.

Q3  What skills will I gain from the "Executive PA
Training: Master Advanced Skills" course?
You will gain executive diary strategy and prioritization, briefing and information control,
gatekeeping and stakeholder management, and meeting, board and travel coordination
with confidentiality. These four skills work together to make the PA role genuinely strategic
rather than purely reactive.



Q4  What tools, methods, or standards are covered in
the "Executive PA Training: Master Advanced Skills"
course?
The course covers advanced diary and calendar management, the Eisenhower Matrix and
impact-based prioritization, focus-time blocking, briefing pack and executive summary
formats, contact and commitment registers, gatekeeping and escalation protocols,
document control for versioning and approvals, agenda, board paper and minute templates,
decision-tracking records, travel itinerary and contingency templates, protocol and forms of
address conventions, and confidentiality and information security practices.

Q5  How is the "Executive PA Training: Master
Advanced Skills" course applied in real-world practice?
Participants redesign an executive diary strategy, build a briefing pack and contact
register, and prepare a full board pack with minutes and decision tracking. They also
coordinate a complex international trip end to end and complete a 90-day plan for
advancing their PA practice.


