
  EDPA / Issue 52 /  April 2019 /  www.edpa-magazine.com   

   

EDPA 
The leading magazine for Education PAs & Admins 

 
ISSN  2514-6289               APRIL 2019 - ISSUE 52 

 Interviews with school PAs  

across two continents 

 Managing your manager 

 Beating procrastination 

 2019 Isipho bursary intake 

 A personal look at change 

 

 

 

 

 

plus 
 

Top tips on the three “Be’s”...  

 Being impactful 

 Being innovative 

 Being true and authentic 



 2 EDPA / Issue 52 /  April 2019 /  www.edpa-magazine.com  

    

The A-Z of this issue’s contributors: 
• Terri Fishbourne is an Executive Assistant. She has worked in a two 

schools and several organisations in industry for 20+ years in the USA.  

• Cathy Harris is the Executive PA to the CEO of Discovery Invest, 

Founder of the Platinum Assistant Network SA, and a member of the 

Isipho bursary scheme for South African assistants. 

• Bonnie Low Kramen is a former Celebrity Assistant, who now delivers 

training and mentoring to Assistants worldwide.  

• Lucia Muasya is PA to the Business Manager at the International School 

of Kenya—and African PA of the Year 2018. 

• Lydia Fikile Phillips is the Personal Assistant to the Director of an 

International School in Botswana. 

• Andrew Rondeau is the author of the top selling management e-books 

and has been a Leader, Manager, Coach and Consultant for 25 years. 

• Rhonda Scarf is a Professional Speaker, Trainer, Consultant and Author 

based both in Ottawa, Canada and Fort Myers, Florida. 

• Marianne Smith is an elementary school secretary in the USA.  

• Lindsay Taylor is a Director at Your Excellency Limited, an executive 

training and coaching organisation—and a former Personal Assistant 

and teaching assistant. 

 

EDPA Regulars: 

• Tandy Hanff is EDPA’s resident in-house IT guru and self-confessed  

geek, with 20 years’ self-taught computing experience. 

• Michele Thwaits was a PA for 36+ years, now International Facilitator / 

Trainer, in Johannesburg, South Africa—and our valued proof-reader. 

• Angela Garry is EDPA’s editor, author of ‘Brave PAs’ & ‘The PA & EA 

Circus’, global PA Trainer, and book publisher at www.picabooks.co.uk  

Angela Garry - Editor 

H ello to all! Welcome to this issue 

of EDPA, the leading publication 

for PAs, Secretaries and Administrative 

staff working in education.  

April 2019 update: The decision has 

been made to move from printed copy 

to PDF in the future.  

This issue has a distinctly international 

tone, meeting several PAs across the 

Africa and the USA, as well as our usual 

mix of articles written by and for the PA, 

secretarial and admin community by 

school staff plus experts and trainers 

worldwide, bringing you articles to 

motivate, support, inspire, lead, teach, 

demonstrate and encourage you in your 

ever-increasingly busy roles in schools. 

We always welcome your involvement in 

the magazine. If you have a skill or some 

knowledge which you think would be of 

benefit to others, please share it with 

your fellow readers! Equally, if there’s a 

topic which you would like us to cover, 

please let us know and we’ll get onto it! 

And if you would be interested in being 

interviewed, writing on any particular 

topic yourself, or in being one of our 

Reader Panel members, please get in 

touch. You are what this magazine is 

about. Please send thoughts, articles and 

suggestions to  

editor@picaaurum.com. 

Onwards & upwards! 

Best wishes to all, 
 

Angela Garry 

EDITOR 

 

ISSN 2514-6289 (printed  issue).  

EDPA magazine is owned and published by Angela 

Garry, trading as Pica Aurum. Registered office: 10 

Sydney Road, Draycott, Derbyshire, DE72 3PX, UK. 

Tel +44 1332 874327 .© Angela Garry & EDPA 2019 
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A reminder: the new EDPA 

website is up and running as 

part of a new portal site, with 

Subscriber only content and 

direct links to Pica Aurum 

training and Pica Books. 

The site is  www.edpa-magazine.com  

and is much more streamlined than 

previously.  

If you need a reminder for your 

headteacher or Finance department on 

why you should be continuing your 

subscription to the magazine—or why 

another PA or Admin within your multi-

school group or trust should take out a 

new subscription, there is a page of 

information for you to show them. 

Subscriber only content 

At the foot of the main EDPA page, there 

is a link to reach the Subscriber pages. 

You need to enter the password 

EDPA18Subs to log-in to these pages.  

Please keep this password to yourself, 

and do not share it with non-

subscribers. New content will be added 

www.edpa-magazine.com 
if you have any items you would like to 

share, please let us know so that we can 

add them. 

Our LinkedIn group 

We have a dedicated private space 

available for readers to connect online—

in the “EDPA Magazine” discussion group 

on LinkedIn. To access this, you need to 

register for free on LinkedIn 

(www.linkedin.com), then join the 

group. Anything you choose to post in 

the group is private within the group—in 

that the group is “unlisted” on LinkedIn 

and the content of discussions is not 

viewable to anyone other than its 

members. 

To join, click the Subscribe link on  

www.linkedin.com/groups/8230909. 

We will then confirm your membership 

against the magazine’s subscriber 

database and you’ll receive an email to 

confirm your membership. 

You can then use the group space to post 

questions, send details of resources, 

share expertise and knowledge, and 

reach out to your peers in other schools. 

to these pages regularly, so do log-in 

from time to time. 

At the moment, the Subscriber 

content includes a range of free books 

which can be downloaded in pdf 

format—ideal for reading on your 

commute to or from work if you use 

public transport, or to read during 

your lunch break. Don’t laugh at this 

point— we know here at EDPA 

Towers that the vast majority of you 

don’t actually TAKE a lunch break, but 

you SHOULD.  

Also included are some links to online 

training courses, ebooks which you 

can buy, training providers, and 

training / admin related videos. There 

is also a link to a box which contains 

several items—all of which are hosted 

on one particular website. You need 

to register (for free) on that site to 

access the items—and this will then 

allow you to also access around 5,000 

other free resources on a huge range 

of topics. 

We’ll be adding more links to the 

Subscriber pages in due course—and 

http://www.edpa-magazine.com
http://www.linkedin.com
https://www.linkedin.com/groups/8230909/
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 Getting a grip on procrastination  
Problem: Your feel overwhelmed by 

the task. 

Solution: Use a “divide and conquer” 

approach by breaking the task into 

separate, short-term, easy-to-achieve 

segments and then check off each 

segment as you complete it.  If you 

can’t already do it, learn to say, “No!” 

to activities and individuals that do not 

contribute attaining your goals. Often, 

people take advantage of your  

kindness and generosity without ever 

realising you have better things to do 

with your time.  

 

Problem: Fear of failure, loss, pain or, 

in some cases, success! What we fear 

becomes our reality. 

Solution: Fear is “false evidence 

appearing real”. 90% of what we fear 

never becomes reality. The best way to 

overcome fear is to do what we fear. It 

helps if you visualise the worst-case 

scenario and accept it as a possibility 

and realise it will probably never come 

to pass. Our imaginations exaggerate 

fears totally out of all proportion and in 

most cases they never occur! 

e.g. resources, supplies, etc. 

• Create a timeline and do the first 

segment. 

• Set email or text reminders for each 

segment. 

• Check off each item as it is 

completed – there can be a huge 

satisfaction to doing this, which can 

boost confidence for continuing 

further with the task. 

• At the end of each day, reschedule 

for the next day anything that you 

have not completed. 

• If an item is rescheduled twice, you 

are procrastinating. 

• Ask yourself, “What if I never do 

this?” If the answer is, “No big deal!” 

then delete it. 

 

Problem: Task is too difficult / you do 

not have the right skills to complete it. 

Solution: Ask yourself why the task 

seems too hard. Do you need more 

training? Do you just need to do it more 

often? Do you need some help from 

others? Go out and get what you need 

to succeed. 

You’re working in a busy job, 

it can be difficult to keep up 

with everything that’s going 

on, and when faced with 

particular tasks it can be 

tempting to put them off for 

various reasons. Andrew 

Rondeau talks us through 

how to stop procrastinating. 

 

Problem: You dislike the task. 

Solution: Look for ways to increase 

the task’s appeal, listen to upbeat 

music while working, or reward 

yourself after completing the task. 

 

Problem: You are not organised. 

Solution:  If you’re not sure where to 

start, try the following: 

• Think it through. 

• Talk through the task with 

someone else. 

• Break the task into segments. 

• Create a list of what you need – 
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Problem: You do not have a strategy 

to accomplish your goals. 

Solution: Make a contract with 

yourself that you will: 

• Identify specific rewards for 

positive action. 

• Establish certain penalties for 

procrastination. 

• Break your goals down into small 

steps. 

• Schedule a time segment for each 

activity. 

• Give yourself rewards for correct 

action and penalties when you do 

not follow through. 

 

Problem: Lack of discipline allows you 

to drop tasks. 

Solution: Create a successful-habits 

reminder card to record your daily 

activities and stick it on your desk to 

keep track of your actions. It’s said 

that you only need to repeat doing 

something daily for 28 days for it to 

become a habit. So make sure you are 

developing good habits, not letting 

bad ones creep in! 

 

Problem: You do not assign priorities 

or have a plan. 

Solution: Create a “To do” list and 

then: 

• Determine your immediate, 

intermediate and long-range goals. 

• Plan the goals that are in 

immediate reach of your abilities 

and assign priorities: “Important 

and urgent”, “Important but not 

urgent” and “Not urgent or 

important”. 

• Do the “Important and urgent” 

tasks first. 

• According to Pareto’s Rule (a 

popular Time Management 

technique), up to 80% of your 

activities are not important to 

your goals, and only 20% are 

important and urgent. Can you 

eliminate the 80% of activities 

that do not help you attain your 

goals? Or can you ditch some of 

them or delegate them 

elsewhere? 

 

Problem: Leaving important tasks to 

the last minute. 

Solution: Every day schedule a block 

of prime time to work on an 

important activity due in the future. 

Soon you will find the time to analyse 

and polish your projects a long time 

before they become due. 

 

Problem: There never seems to be 

enough time to contemplate your 

decisions. 

Solution: Schedule quiet time to 

make important decisions, perhaps 

doing this after you’ve had a few 

minutes’ break. During that break, 

get up, move around, get a drink, and 

listen to a short piece of relaxing 

music that balances both brain 

hemispheres. If you do not schedule 

time for exercise, rest and 

entertainment, you could spin out of 

control. 

 

Problem: You seek the impossible – 

perfection. 

Solution: You do not need to complete 

every task to the level of perfection. 

• Make the decision that you are not 

perfect and never will be. 

Everything you do will be imperfect 

in some way. 

• Realise that if it is worth doing, it’s 

worth doing wrong until you get it 

right. 

• Stop judging yourself according to 

your accomplishments. 

• Learn to trust yourself by 

developing intuition and following 

your hunches. You will find your 

first premonition is usually the 

correct one. 

• Discover just how right you are by 

making predictions and observing 

how a high percentage of them are 

correct. (Predict the line at the 

supermarket or bank that will move 

the fastest, for example, and take 

action accordingly.) 

• Make some decisions in twenty 

seconds or less. 

• Make your decisions the correct 

ones by believing in your choices 

and acting with confidence. 

• In difficult situations, flip a coin, 

choose heads or tails and then 

observe how you feel about the 

outcome of the toss. Your response 

to the coin toss will help you make 

the right decision.  

 

Procrastination has to be learnt; we 

are not born with the trait. This means 

that if you suffer from procrastination 

then you can unlearn it. Select one 

task that you have been 

procrastinating on doing and follow 

the recommendations above. Once 

you develop a process for this first 

task, the rest will follow. 

 

Andrew Rondeau is the author of the 

top selling management e-books 

Accelerate Your Management 

Effectiveness, How to Get a Standing 

Ovation Every Time You Publicly 

Present and Learn the Secrets. 
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Elementary School secretary in USA 
I can be a really good liaison 
between parents and staff.” 

For Marianne, there really is no 
average day working in the school 
office because things change so 
much.  

Her official work day starts at 7:30 
a.m., but it will often start 
unofficially before that, “usually 
while I’m still in the shower,” she 
says. “If teachers need a 
substitute, they call me at home. 
So I have all my sub lists at home 
and cell phone numbers and 
everything.” 

Once she’s arrived at school, she 
gets to work doing several daily 
tasks, including the morning 
announcements, lunch payments, 
tracking attendance, and charging 
out milk for students during their 
snack break. And when those tasks 
are done, anything and everything 
can happen. 

“It always seems like once I finish 
one project, then I move onto the 
next one,” she says.  

“At lunchtime, I have kids who 
come in for medicines again. And 
then again at 2:00. I do a lot of 

She is now in her sixth school year 
as the school secretary for the 
Elementary School. “It sounds 
corny, but school secretary is the 
job I always wanted,” she says. 

She grew up in North Dakota, and 
has a teaching degree in 
elementary education and special 
education from the State 
University. She taught special 
education for five years, before 
leaving to do other things, 
including medical transcription 
and serving as director of the 
ambulance service her home 
town. But she returned to work at 
the school when the opportunity 
to work as administrative 
assistant opened up. 

“Someone said to me the other 
day, ‘You missed your calling,’ she 
says. “And I said, ‘No, I didn’t. I 
have a teaching degree, but this is 
just where I can utilize that.’ I 
have that background that I’ve 
been in the school system as a 
teacher, and I just really, really 
enjoy this role because I feel like I 
can help the students, I can help 
the teachers, I can understand 
what’s going on in the classrooms, 

Marianne Smith is a North 
Dakota elementary school 
secretary who enjoys her 
role and helping students. 

Maybe you’ve heard the following 
said in your school, or seen a 
meme with this message on social 
media: “It’s cute how the principal 
thinks they’re in charge, when 
everyone knows the school 
secretary runs everything.” 

At her Elementary School, 
administrative assistant Marianne 
Smith laughs while she mentioned 
having seen that meme on 
Facebook, but admits it’s kind of 
true.  

“Everything kind of goes through 
the office, and if anybody’s having 
troubles with anything, it comes 
through the secretary,” she says. 
“When the principal is gone, we 
act as the principal, and when the 
counsellor is gone, we act as 
counsellor. It’s amazing how many 
different hats we wear in a job like 
this.” 

Marianne handles everything 
from attendance records to report 
cards at the Elementary School. 
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about how kids behave in the 
classroom and how all of that 
goes,” she says.  

“Kids go up during recess and talk 
to those playground supervisors 
about things that are going on in 
their lives. And they’re able to pass 
that message along to the staff 
and to the teachers who need to 
know. And the kids who come for 
breakfast in the morning 
sometimes are kids who just want 
someone to sit and visit with 
them.” 

Her commitment to the kids is 
what keeps Marianne coming back 
to work at school each day.  

“It means a lot to me,” she says. “I 
can go home at the end of the day 
thinking I helped a kid through a 
tough situation. We have 310 kids 
at the school, and I probably eat 
300 birthday snacks a year. And 
it’s just really sweet because they 
bring in a birthday snack, and they 
bring them to certain teachers 
outside of their classroom, and 
when I get one, that’s pretty cool. 
The relationship with the kids, in 
the smallest, simplest ways, is just 
really cool.” 

 

succeeded in recruiting 50% of 
support staff to join their local 
association. That recruiting effort 
started with an event. 

“We met on a Sunday night at one 
of the restaurants in town, and 
they bought us pizza and explained 
some of the benefits,” Marianne 
says. “After that initial meeting, 
they had an EA meeting on a 
Sunday night. And they were 
always holding their EA meetings 
first thing in the mornings, but so 
many of the support staff couldn’t 
do that. I have to be at my desk at 
7:30; they have recess duties and 
those sorts of things. We just can’t 
do that. So they held a Sunday 
night one. And they really did that 
in order to include the support 
staff, and talked to them about 
how this works and who we are.” 

Marianne says she appreciates the 
efforts to include education 
support staff in organising 
activities because their jobs are as 
important as any others in the 
successes of the school and the 
students they teach and protect.  

“The supports, like myself, and the 
aides who also do 50 different 
jobs, they make a big difference 

Band-Aids and ice packs. Lot of 
those kinds of things. I have a lot 
of kids who come to sit in the 
office to do their work. I print up 
the lunch menu, the breakfast 
menu and the birthday calendar, 
and do the immunization reports. 
And run report cards and do the 
mid-terms.” 

In terms of interruptions, 
Marianne says: “I take a ton of 
phone calls per day. I’m sure my 
phone rings 50 times per day, at 
least. Today, we had programs in 
the building, so it’s constantly 
opening the doors and letting 
people in and out.” 

She does not take any of her 
responsibilities lightly, especially 
when it comes to protecting kids 
and making them feel safe. 
“Probably what’s most scary to 
me is that it’s my responsibility to 
check every person who comes 
through the door,” she says.  

“I don’t know every single parent, 
even in this small town. So 
sometimes when I let someone in 
through the door, I don’t know 
who they are. One time, 
somebody came and they were 
carrying this bag. It had handles 
on it and it was about this long,” 
she says, motioning with her 
hands, “and I thought, hmmm, no. 
So I called the principal and told 
him, you need to go out and find 
out what’s going on. It turned out 
he had tent stakes that he was 
returning to somebody.” 

As one part of a close-knit team in 
a small-town school, Marianne 
feels like she can count on her 
colleagues to help, and that they 
can count on her assistance, too.   

“I think that’s very important,” 
she says. “I think that in our 
school, we all get along great and 
do all watch out for each other.” 

She joined the town’s Education 
Association two years ago, as part 
of an organising drive that 
reached out to education support 
professionals, and ultimately 
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situation and the smartest managers are the ones who 

recognize that the assistant can be their eyes and ears and 

value them as such. The manager empowers the staff to say 

what they see and hear. An assistant is so much more than 

“just an assistant,” and in fact, is an integral part of the 

management team. 

Here are 8 of my favorite ways for assistants to “manage 

up.” 

1. Have Mutual Respect   

No relationship is worth anything without mutual 

respect. Managers have a tough job to do as do 

assistants. Everyone has an important role to play and 

the most healthy relationships are built on a foundation 

of respect. Not everyone is cut out to be a great 

manager, just as not everyone is cut out to be a top-flight 

assistant. Acknowledgement of one another’s roles is 

vital. It’s as simple as an assistant truthfully saying, “You 

handled that really well. I learned a lot from watching 

you.” Managers need feedback too. 

2. Show Empathy  

Put yourself in your manager’s shoes and act accordingly. 

Imagine flying the red-eye and then having to hit the 

ground running at the 9am client meeting. If you have 

ever done this, you know how tough it can be. Working 

through jet lag remedies and making sure your manager’s 

favorite energy-boosting foods are waiting for her/him at 

the meeting, are examples of how empathy serves 

everyone. Say, “I know that next week is going to be a 

bear for you. Here are three ideas of what we can do to 

make it go easier. What do you think?” The better you 

get to know your manager, the more you can just go 

Bonnie Low Kramen offers her tips for managing 
your relationship with your manager... 

Early in my career, I was under two significant 

misconceptions. I thought that just because someone was my 

“manager,” that they, knew everything and had to be right 

about everything. By the time I was working for about five 

years, I realized that I was dead wrong about both. The truth 

is that assistants can be of enormous help to their managers 

to be better ones. Assistants can be a manager’s most 

powerful secret weapon. 

Here’s what happened to me: 

For 25 years I worked as the Personal Assistant to Oscar 

winning actress Olympia Dukakis (Moonstruck, Steel 

Magnolias.) What I experienced is that people would say 

things to me as her assistant that they would never say 

directly to her. This automatically meant that I had 

information that she did not have. Using this information in 

productive and proactive ways is a key element of managing 

your manager and potentially sticky situations. 

I could give Olympia a heads-up about issues that I knew she 

would want to know. How did I know this? I asked the 

question, “May I tell you what I think is going on?” and 

inevitably, the answer would be, “Yes, of course.” Was I 

always right? No, but over time, Olympia came to trust this 

information as important pieces to a project’s puzzle, 

whether it was a movie, a play, or the bathroom renovation. 

Around the world, this is the dynamic of the assistant/

manager relationship. In general, people censor themselves 

around “the boss.” That’s just the way it is and it probably 

always will be. Therefore, the most talented assistants make 

themselves accessible to receive the truth about any given 

  Manage your manager 
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ahead and make these things happen without asking. 

Olympia would say, “If you have respect and empathy, 

everything is possible.” Yes, indeed. 

3. Help your manager be successful  

The best way for an assistant to not come off as a threat 

to a manager is to help her/him be successful and to 

look great. Exceed expectations and offer ideas that may 

be new ones to your manager. When he rocks the 

PowerPoint presentation that you designed or she hosts 

the lunch meeting at the trés cool restaurant you 

discovered, congratulations are in order for both of you. 

Then you get to move on together to the next project. 

The healthiest assistant/manager relationships are ones 

where each of you is invested in the other’s success. 

4. Scratch their itch and ease their pain   

What is keeping your manager up at night? My wise 

colleague Nancy Fox (The Business Fox) told this to me 

years ago. She said that if an assistant can figure out 

how to (figuratively, of course!) scratch their manager’s 

itch and ease their pain, that they will never be 

unemployed. An assistant can stay alert to the hottest 

angst-producing issues and come up with ways to 

alleviate them. Make it your business to know your 

manager’s immediate and long-term goals. 

5. When is doubt, ask  

Still in doubt, ask again. Assistants can support their 

managers be better managers by the thoughtful asking 

of questions that helps to clarify situations. Don’t 

assume and make a poor decision out of insufficient or 

inaccurate information. The best managers understand 

that it is a sign of strength to ask questions when you 

are unsure. 

6. Speak truth to power  

Become your manager’s most valuable asset when you 

can be depended on to say the hard thing that needs to 

be said but no one wants to say it out of fear. Assistants 

need to be supported to say what they know. If you are 

unsure, try saying, “I have a thought about XYZ. Would 

you like me to share it?” It is respectful to ask first and 

wait for the answer. See what happens. If it doesn’t 

work out the first time, don’t let it stop you from trying 

again. 

7. Don’t Suffer in Silence  

It is not a matter of if but when problems are going to 

arise. Assistants need to address them quickly, directly, 

and thoughtfully. Managers are depending upon 

assistants to tell them what they need to know, even if it 

hurts a little. Many are oblivious or clueless to issues, 

mainly because their staff erroneously protect them 

from the reality. The best managers will not kill the 

proverbial messenger for telling them the truth. Hey, I 

never said it was easy being an assistant or a manager! 

That is why each of you needs to be compensated well. 

Bullying behaviors are unacceptable and not to be 

tolerated at any time. Speaking up is imperative to create 

awareness. Only then can solutions be found. Do not 

reward bad behavior by permitting them to poison whole 

offices. Assistants can be integral in short-circuiting 

workplace bullies by supporting their managers to take 

action to build cultures of respect. 

8. Assistants can be good managers too.  

Read and study leadership and management books and 

articles. Take professional development workshops and 

classes. Ideally these will be paid for by your manager and 

company. Be your manager’s invaluable right arm when 

you strengthen your own leadership muscles. Two heads 

are definitely better than one. After all, being a good 

manager takes training and practice, just like everything 

else. 

Leadership expert Jack Zenger conducted a 2012 poll of 

17,000 worldwide leaders around the world. He calculated 

the average age that a leader received their first training in 

learning how to manage people – 42. Given that the average 

college graduate is in their 20’s, it is easy to do the math and 

realize that managers need as much support as they can get 

to be effective managers. Assistants can help them to do 

precisely that. 

 

Bonnie Low-Kramen is an international speaker and trainer 

for Assistants, based in Florida. Having worked as PA to 

Oscar-winning actress Olympia Dukakis for 25 years, Bonnie  

is the author of “Be the Ultimate Assistant: A celebrity 

assistant’s secrets to working with any high-powered 

employer”. For info, see www.bonnielowkramen.com 

Manage your manager 
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are many things that can be done 

to improve work-life balance. 

Organisational culture is hard to 

change and it can be a slow 

process; however it is one of the 

most important things for job-

satisfaction. Any negative norms 

should be eliminated. Some of 

these negative norms include 

requiring everyone to stay until 6 

pm even if all of their work for the 

day is completed and stressful 

environments that are demanding 

and lacking in recognition or 

positive feedback. 

While every organisation and its 

employees are different, to have 

happy and satisfied employees is 

vital to successful business 

practices. Therefore, it’s important 

to implement various strategies 

that facilitate employee work/life 

balance. Some implementations 

may work for some organisations 

but not others. It’s important to 

assess your organisational needs 

and culture as well as employees in 

determining the best solutions. The 

more an organisation can do to 

Culture 

Organisational culture starts from 

the top down. Executives and 

managers have to lead by example 

providing the organisational support 

needed. Any policies and procedures 

established to create margin 

between employees’ work and 

family lives should be followed and 

enforced, including those promoting 

job-satisfaction.  If your company 

wants to prevent its employees from 

responding to emails after 7 pm, it’s 

important for managers to 

encourage employees to avoid 

responding after 7 pm and for those 

managers to follow that same rule 

modelling the way. Even if the rule is 

set in place, but managers do not 

follow it, employees will feel inclined 

or even required to check and 

respond to emails after work hours, 

which will eventually lead to work-to

-family spill over. 

Work hours and job design should be 

evaluated and any necessary 

changes made where warranted. 

Whether it’s allowing flexible hours, 

telecommuting, or job sharing, there 

Having a work-life balance is 

important. But why is it so? 

And how can we hope to 

achieve it? 

With the growing number of 

workers caring about work/life 

balance, especially Millennials who 

are predicted to comprise half the 

workforce by 2020, it’s vital to 

evaluate and update processes and 

procedures to effectively help 

employees obtain the satisfaction of 

work/life balance while keeping the 

school’s goals in mind. Successfully 

doing this can be a difficult and slow 

process.  

However, there are several ways 

your school can increase employee 

work/life balance. While many 

different types of people desire a 

balance between work and personal 

life, it is important when 

implementing any approaches, they 

should be broad enough to meet the 

needs of everyone, including single 

employees, couples without 

children, as well as staff who are 

parents.  

 

The importance of finding a balance 
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promote happier and healthier 

employees, the more of an asset 

they will be and the less of an 

opportunity for potential adverse 

effects. 

 

Six steps to help you achieve a 

healthy work life balance  

There are a number of ways in which 

you can work towards your own 

balance. No matter how good you 

are at your job, you probably often 

think: “I could be doing more” or “I 

ought to have more time to do other 

things” or “I don’t get as much done 

as I would like”. 

Call it work-life balance, work-life co-

existence, or simply life, but 

balancing responsibilities can be 

stressful in an always-on world. 

Phones and connected devices make 

it easier than ever to stay entangled 

in work duties after-hours. And even 

when we’re off work, it’s easy to feel 

like we’re still right there. 

People have vastly different views on 

what it takes to maintain a healthy 

work-life balance, and many don’t 

even agree that the “balance” term 

itself is useful. This leads easily into 

our first step towards achieving your 

individual balance... 

 What does this balance look like 

to you?   

Start by figuring out what balance 

between your work and home life 

looks like. What balance looks like 

differs for everyone. Do not 

assume that what works for 

someone else should be your aim. 

Think through your priorities and 

how time outside work can be 

attained. 

 Figure out what's really 

important.   

It is really important to figure out 

what your priorities are. Sorting 

out one's priorities helps to 

balance things out. In order to 

create a positive work-life 

balance, it is important to have 

The importance of balance 

what you must do yourself and 

what others can take care of. 

Seek support from co-workers, 

spouse, and family members. 

 Learning to say NO   

Saying NO to things that do not 

go with your priorities is one of 

the greatest lessons in life. By 

learning to say no and setting 

boundaries, you can give your 

heart and soul to both work and 

family. Try as much as possible 

to leave work at work, do not 

come home with it. Be mindful 

of your personal relationships 

and start saying no to things 

that are not doing any good to 

you. 

 Make time for yourself.   

The final trick to achieving a 

healthy work-life balance is 

setting time for yourself - the 

"Me time." Marking out some 

diary time to do things you 

actually love is one secret to 

maintaining a perfect work-life 

balance. It is okay to think about 

yourself sometimes, have some 

leisure time and pamper 

yourself. Go to a spa, get a 

massage, watch reruns of your 

favourite TV series, read a book, 

travel all by yourself, or just do 

nothing at all. Learn to take care 

of yourself because only then 

would you be able to take care 

of your family and your work. 

your priorities in order, both 

personal and professional. To 

figure out your responsibilities at 

different levels, ask yourself a 

few questions. What are the 

most important commitments to 

work and family? What can't be 

compromised or is completely 

non-negotiable? Getting clear on 

these answers will help you 

prioritise, make adjustment and 

decide what you are and are not 

prepared to do. 

 Communicate with your 

employers.  

Once you have sorted your 

priorities, the next step to 

getting that highly desired work-

life balance is to talk to your 

employers. It is beneficial to 

keep the communication lines 

open with your employers 

through your manager, human 

resource department or as may 

be required in your organisation. 

Be totally honest and 

transparent.  

 Learn and master the Art of 

Delegation.   

Stop doing everything by 

yourself and learn how to 

delegate instead. This one trick 

will help make life a lot easier. 

By doing everything yourself, 

you are not only fatiguing your 

body but also preparing it for a 

breakdown in the future. Decide 

 

“I spend most of my time thinking about 

how to connect the world and serve our 

community better, but a lot of that time 

isn’t in our office or meeting with people 

or doing what you’d call real work. I take 

a lot of time just to read and think about 

things by myself.” ―Mark Zuckerberg  



 12 EDPA / Issue 52 /  April 2019 /  www.edpa-magazine.com  

    

commitment to achieve and we knew 

immediately that she is a strong 

contender for a bursary. Charlotte is an 

amazing young lady.  Her tenacity and 

perseverance is astounding.  She lives 

with her dad and four siblings but 

during the university semester, she 

stays with her uncle in Pretoria, South 

Africa.  Charlotte’s aspirations for the 

year ahead are to pass, focus on 

completing her degree with distinction, 

find a holiday job to gain experience, to 

live a healthy and fulfilled life so that 

she can give back to society and 

encourage young people to work hard 

in order to pursue their dreams.  

Kgosithabile Komsana 

Last, but certainly not least is our first 

young male recipient of the Isipho 

bursary, Kgosithabile, an energetic, 

enthusiastic and passionate young man 

who lives with his mom and siblings in 

Johannesburg. He is determined to be 

the best he can be and is ready to give 

110% commitment to working towards 

his certification. He plays a leadership 

role in his community and encourages 

all young people to work and commit 

towards their dreams.   
 

Photo: (l to r) 
 

Back row:  

Li-Ann (m), 

Anel, Susan 

(m), Teri, 

Cathy (m).  

Front row: 

students 

Charlotte, 

Tidimalo, 

Kgosithabile . 
 

(m) = mentor. 

Cathy Williams Harris writes 
about her involvement over 
the past 4 years in Isipho, the  
South African bursary scheme 
which helps young adults to 
become Personal Assistants. 

Every year after the call for applications 

go out, founder and Director Anel 

Martin sieves through hundreds of 

potential applications from students 

wanting to participate in the Isipho 

Bursary, now in its fourth year!   

The task by all measures is never an 

easy one, and you have to put your 

logical glasses on and try hard not to 

put too much emotion into the selection 

of the shortlisting.  It’s a task that takes 

not only time, but a certain kind of 

heart and spirit too. This year was no 

exception when it came to interviewing 

our final group of potential students.  

The team got down to pre-interview 

discussions.  And just as previous times 

you tell yourself you can’t allow your 

emotions to make the final decision. 

You mindfully prep yourself to try and 

be as logical and “correct” as possible, 

glimpsing again at final school results, 

achievements and other activities 

potential students are undertaking as 

part of other initiatives and community 

projects.   

It is so difficult to pick and choose which 

young people we will bring in to the 

Isipho fold— let’s meet this year’s 

incredible young people—our three 

students for 2019. 

Tidimalo Mokgatle 

Tidimalo is a beautiful spirited 20-year 

old young woman who resides in the 

West of Johannesburg in a township 

known as Kagiso. She lives with her 

mother, younger sister and nephew. A 

quietly spoken, yet confident young 

woman, Tidimalo hopes to inspire, 

motivate and encourage other young 

people to seek in ensuring a good 

education. She wants them to take the 

responsibility that comes with it to 

work hard, persevere and to never 

give up, no matter how challenging 

the circumstances may get, because as 

Tidimalo quotes “at the end of the day 

it’s all about you. I'm not a quitter and 

I'm not a failure therefore I will always 

win. It all begins with me.” 

Charlotte Leopeng 

Then Charlotte came along, and we 

were all blown away by her tenacity 

and drive to succeed.  When we 

interviewed her, her story touched us 

all, and everyone in the room was 

astounded by this young woman’s 

story and determination. She has 

already completed two years of her 

Business Administration Degree, and 

has managed to pass reasonably well... 

with no text books! Her father could 

not afford to pay for books and tuition. 

Our hearts were touched by her 

The privilege of  
participating in 
Isipho Bursary 2019 

To donate, please go to  www.paypal.me/IsiphoAdmin   - thank you! 
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Opinionated? That’s a matter of 

opinion! When you feel very strongly 

about something it can be easy to let 

your emotions get the better of you and 

by doing so you can lose or dilute the 

impact of sharing your opinion. 

There’s an art to putting forward and 

sharing your opinion in a way that 

“lands” with the best impact . Notice 

I’ve used the word “share” here – this is 

about sharing your opinion not 

enforcing your opinion on someone else 

– it’s about respecting the fact that not 

everyone will have the same opinion as 

you. 

The following guidelines will help you 

put forward your opinion with impact. 

1. Breathe! When you feel strongly 

about something this may show in 

your fast-paced breathing, body 

language and pace of talking. You 

need to get the balance right here 

between sharing your opinion with 

"passion" without appearing 

flustered, harassed or "bulldozing". 

By focusing on maintaining even, 

steady breathing this will help 

enormously. 

2. Ground yourself and be assertive! 

Plant your feet firmly on the ground 

and ensure your body language is 

assertive – so match the level of 

someone else (if they are standing, 

you stand, if they are sitting, you sit). 

Open the palms of your hands and 

maintain a steady, gentle eye-

contact with the person you are 

talking to. Your tone of voice needs 

to be assertive too with an even 

paced steady rhythm that 

emphasises the important words or 

phrases at a volume that is audible 

to your audience (without shouting). 

You can read more about 

vocabulary that we use relates 

directly to that primary sense. 

Talking someone else’s language 

means you are more easily able to 

create rapport with them and have a 

"connection" – crucial if you want to 

deliver your message with real 

impact. You can read more about 

this in the C is for Communication 

Pearl of Wisdom.  

Nelson Mandela said "if you talk to a 

man in a language he understands 

that goes to his head. If you talk to 

him in his language, that goes to his 

heart". In order to create deep 

rapport and deliver your message 

with real impact, you want to be able 

to use another person’s preferred 

language set. 

8. Be open to hearing someone else's 

opinion. Someone else has given you 

their time to listen to your opinion – 

which you’ve delivered with impact. 

Reciprocate by giving them time to 

share theirs. 

 

This chapter’s “Pearl”: “Tact is the art of 

making a point without making an 

enemy”  - Isaac Newton. 

 

Lindsay Taylor is 

the  Director of 

Your Excellency 

Limited, an 

executive 

training and 

coaching 

organisation in 

the UK.  “A to Z 

Pearls of 

Wisdom for 

Executive PAs” is 

available from 

Amazon. 

assertiveness in the A is for 

Assertiveness Pearl of Wisdom. 

3. Favour Curiosity over Judgment. 

Human nature is such that we tend 

to “pre-judge” others based on our 

own experience and beliefs – put 

aside any prejudgments you make 

and instead be curious. Curiosity is 

the foundation to all learning and 

opens our mind to ensure we are 

more receptive and aware in any 

situation. 

4. Acknowledge someone else's 

opinion. Not everyone will have the 

same opinion as you. We are all 

unique human beings with 

individual experiences, beliefs, 

upbringing, knowledge and 

learning. Acknowledge that 

someone else may have a different 

opinion to you, e.g. "I understand 

you have/may have a different 

opinion here and I'm sure, like me, 

you appreciate that we're all 

different." 

5. Seal it with a KISS! (Keep It Short & 

Simple). Cut through any jargon by 

using simple language that can be 

instantly understood. You can read 

more about this in the K is for KISS 

Pearl of Wisdom. 

6. Explain your reasons for having the 

opinion that you do: e.g. "This is my 

opinion because in my experience x 

has happened…." or "I'm basing my 

opinion on ….." 

7. Tailor your language to suit the 

person you are delivering your 

message to - learn about VAK 

systems. Did you know that, whilst 

we access all five senses to "make 

sense" of our worlds, in fact most of 

us have a dominant or primary 

sense that we use over the others? 

And the language and favoured 

Putting forward 
your opinion 
with impact 
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Some reminders from a high school student in 

the USA.    

“School Secretaries are great because…” 

  

1. They are able to take a chaotic situation and 

provide calming solutions with the urgency that the 

situation may require. 

2. They know everything! If you ever need an answer 

to a question, a school secretary will either know 

the answer off the top of his/her head or be able to 

find it for you very quickly. 

3. They are first-responders. They care for sick 

children when they are the most vulnerable at 

school, and do so with grace and knowledge. 

4. They wear many hats. They handle everything from 

top executive meetings, to being excited about a 

kid who just lost their first tooth. 

5. They are very encouraging people. They support 

the teachers in the building in every aspect and 

keep the school running smoothly. 

6. They make things easier. They help make copies 

when needed and also develop processes that help 

everyone stay on the same page. 

7. They. Are. Organised. Not in a small sense, but in a, 

“I’ll-make-your-life-easier-and-know-exactly-where

-to-find-what you need” sense. 

8. They are great communicators. 

9. They are welcoming. Their friendly smile and their 

greeting always makes someone’s day a little 

Having a rough day? 

brighter. 

10. They believe in the school mission. They are 

the school’s biggest cheerleaders and 

supporters. 

11. They are the ultimate multi-taskers. They can 

gather attendance reports, answer the phone, 

and answer a parent’s questions – I’ve seen 

them in action. 

12. They actively listen; to students, to teachers, 

and to principals. 

13. They are solution-finders. When presented 

with issues, they find ways to find solutions – 

some might not be the most conventional 

solutions, but they always work. 

14. They connect people; bus drivers, custodians, 

kitchen staff, librarians, and parents. 

15. They know everybody in the building by name. 

16. They are great at scheduling events. They know 

when each group is meeting, in which room 

and who is supposed to be there. 

17. They always have a secret stash of candy/

goodies they are willing to share. 

18. They are dependable. They are always there 

when you need them – or something. 

19. They are the gate-keepers. They keep you safe 

as they watch the door for who comes and 

goes at the school. 

20. They keep secrets and spread joy. They help 

surprise and bring joy to many birthdays, 

anniversaries, and special celebrations. 
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EDPA Reader Panel: Tips around saying “No”  
saying “no”, but need a little 

guidance on how to say it more 

effectively, here are some tips. 

• “I’m sorry” doesn’t have to 

mean you are really sorry.   

A little empathy can go a long 

way, showing the other person 

that you understand their 

predicament and that you 

empathise with them, but are 

unable to help them right now. 

• Repeat back to the other person 

their point of view.   

That will allow them to listen to 

yours. Once you prove to 

someone you understand their 

point of view, by repeating it 

back to them, they can stop 

explaining it over and over 

again. 

• You don’t have to prove to 

someone that the situation is 

their fault.   

Most people just want empathy, 

not for you to take the blame. If 

possible, take their side as much 

as you can, but return to the 

situation at hand. 

• Show the other person you wish 

it could be different.   

Telling someone, “I wish I could 

do this for you… however, I 

just can’t” is much more 

powerful than, “I won’t do this 

for you because I don’t have 

to.” 

• Help solve the problem in 

another way if possible.   

Even if alternatives aren’t the 

answer, the fact that you 

offered them shows you care. 

Most people, when being told 

“no,” can take it a little better 

if it is coming from someone 

who seems to genuinely care. 

• Avoid the word “but” when 

empathising.   

When you say, “I understand, 

but…” what the other person 

hears is, “I don’t understand.” 

Using the tips above, you can say 

“no” and avoid conflict.  

Remember, saying “no” doesn’t 

have to create bad feelings if you 

show a little empathy.  

Follow these simple tips and you 

might just get a little less 

resistance from people. 

 

If you would like to be part of our 

Reader Panel for future issues, 

please get in touch—email us! 

We often receive emails from 

EDPA readers, asking for “how 

to” tips. This issue, members of 

our Reader Panel give their tips 

on how to say “No” in a 

professional and polite manner. 

We all have to say “no” at times. 

Some people find it easier than 

others. What is interesting is that 

almost all of us struggle with the 

right way to say it. 

There are those people who hate to 

say “no” and find it hard to do, and 

sometimes do something much 

worse than hurt someone’s 

feelings.  

They either don’t say anything, 

which passively sends an incorrect 

message of “yes,” or they say no in 

such a way that the other person 

doesn’t really know what is being 

said, sending the message of 

“maybe.” 

Then there are people who don’t 

mind saying “no” don’t find it hard 

to do, but who can sometimes lack 

the skills to do it gracefully and very 

often instill hard feelings, even 

when that is not their intent. 

For those who have no problem 
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1. How do you plan in advance for major events? 

 a) I tend to plan a few months/weeks in advance, 

ideally. 

 b) I give myself as much time as I can allow. 

 c) Maybe a week. 

 d) A couple of days before the event. 

 

2. How do you identify your intended visitors and 

anything they will need in order to get the most from 

attending? 

 a) I brainstorm all the possible people that will be 

attending and identify their needs, checking this 

Within your role, you may be given the 

responsibility of planning and organising a 

major event. You might be asked to book a 

trip for a group of pupils and staff, or 

arrange an Awards evening, set up a 

parents and children new intake meeting, 

or organise the annual general meeting of 

the governors.  

Terri Fishbourne asks: How good are you at 

organising major events at your school?   

Take our quiz to find out… 

How good are you 
at organising 
events? 

 

Our resident IT and Life 

Guru Tandy Hanff 

gives a visual reminder 

of just ten of the ways 

in which we can make 

small changes to our 

lives and to our attitudes. Just a 

small change here or there can make 

a big difference in how we feel 

about things.  

You might like to put a copy of this 

image on your office door or 

noticeboard, to remind you—and 

your colleagues, pupils, parents and 

other visitors—that there’s always 

something more that we can strive 

for or something we can do to make 

a change. 

Ten steps... 
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through with my manager. I 

also check with them as to 

how many staff members I 

can call upon to be part of the 

organising team or on-the-

spot assistance at the event 

itself. 

 b) I look at possible visitor needs 

generally and work out how I 

will ensure we meet those 

needs. 

 c) I usually get told who they are 

and how to look after them. 

 d) I give visitors a badge on 

arrival, and ask them to write 

their name on it. 

 

3. How do you budget for your 

events? 

 a) I always work with our 

Finance team to make sure we 

have a realistic budget with 

an element built in for 

contingencies. 

 b) I work within whatever 

budget I have been given. 

 c) I keep a ball park figure but 

costs can add up… 

 d) I add up the costs as I go 

along. 

 

4. How do you project manage? 

 a) I create a project plan and 

then allocate the 

responsibilities to suitably 

skilled staff members. 

 b) I keep tabs on what everyone 

is doing and support as 

necessary. 

 c) I am given a list of tasks and 

try to do as many of them as I 

can. 

 d) I do my tasks, and presume 

that others around me will do 

what they are supposed to. 

 

5. How often do you look at your 

checklist? 

 a) As many times as necessary, 

as things might change on a 

regular basis throughout the 

day / week. 

 b) At least once a day, usually 

first thing. 

 c) When I remember to. 

 d) What checklist? 

 

6. How do you plan for unexpected 

problems? 

 a) I brainstorm answers for a 

number of possible problems 

from the start and add them 

into my project plan, along 

with other problems that we 

have encountered previously. 

 b) My project plan contains the 

most common contingencies 

we’ve had previously. 

 c) I panic and get someone else 

to deal with risk analysis. 

 d) I deal with problems as and 

when they come up. 

 

7. How do you ensure that 

everything runs smoothly on the 

day / evening? 

 a) I keep my project plan nearby 

and I stay in regular 

communication with everyone 

involved. 

 b) I ask every around me how 

things are going, and problem

-solve where needed. 

 c) I get everyone to pitch in and 

help out. 

 d) I leave that to someone else! 

 

8. How do you gather feedback 

from your visitors? 

 a) I have a detailed feedback 

sheet/card for their 

completion before they leave 

the event. 

 b) After the event, I send out an 

email requesting feedback 

from everyone who attended. 

 c) I speak to a few people at the 

event to gauge their feelings 

on how it was going. 

 d) Visitors will usually tell me if 

they like / don’t like what they 

have experienced. 

How good are you at organising events? 

If you answered: 

 

Mostly ‘A’: 

You are an event organiser superstar – 

you are prepared for every eventuality 

and are clearly running the show. We 

recommend that you share some of 

your expertise with colleagues, so you 

can spread the load and help others 

with their professional development. 

Plus this will be useful in case you are 

ever out of the office unexpectedly! 

 

Mostly ‘B’: 

It looks as though you have a good 

idea of how to plan an event – but you 

may want to request a mentor to help 

you to become more proactive in your 

approach. As an EDPA subscriber, you 

could use the LinkedIn discussion 

group to find a mentor who works in 

another school – someone you can ask 

questions of and learn more from. 

 

Mostly ‘C’: 

You seem to have a fairly relaxed 

attitude towards event organisation. 

However, whilst it’s good to ask 

everyone to pitch in to minimise any 

panics, you could use some of the 

resources on the EDPA website to 

enhance your planning skills so that 

they are more finely tuned to avoid 

any last minute hitches. 

 

Mostly ‘D’: 

Event? What event? To improve your 

skills in this area, how about reading 

up on the subject and asking a trusted 

colleague (with experience in the field) 

to help you to put together an 

improvement programme. You can 

also use both the resources section of 

the EDPA website and the LinkedIn 

discussion group to ask questions of 

your peers. 

 

The EDPA website is at 

www.edpa-magazine.com 

 

The LinkedIn Group is at 

www.linkedin.com/groups/8230909 
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High School Secretary in South Africa 
qualification in tourism and years 

of experience within various fields 

has equipped me with  

administrative support knowledge. 

What helped was that I’m an active 

School Governing Body member 

that has prepared me for working 

within the school environment. 

Q. How long have you been doing 

this? 

 Just under one year. 

Q. Do you remember when you first 

started? Tell us a bit about that.   

 Yes. I was nervous. Not the new job 

nervous, but genuine fear. My 

school has a reputation of breeding 

gangsters. Months later I can tell 

you it’s unwarranted. Not all 

misguided youth are gangsters. 

Mostly just hearsay.  

 The one reason that made me take 

the job and stick it out was that it’s 

in my neighbourhood. I can walk to 

work. Which I don’t but I’ve always 

wanted a job close to home. 

Q. Do you work for yourself or for a 

company or organisation? 

 I am a Public Servant. 

Q. What’s an average day like for you 

at work? 

 Where do I start?  There are 

almost always parents waiting when 

I walk in at 7:15 needing to sort out 

their kids and mostly the school.  

 I ensure that deadlines are met, 

appointments are kept. It is my 

business to know everything at 

school. Not because I want to. I can 

really live without knowing some 

information.  

 I answer an average of twenty plus 

calls a day, speak to no less than ten 

walk ins, answer a multitude of 

emails, keep the principal’s diary, 

listen to kids problems, listen to 

educators vent, have meetings, and, 

and, and…I run around the whole 

day, especially after my principal 

who is never in his office.  

 I think it’s for this reason I’m 

allowed to wear my sneakers to the 

office. That’s when I’m not fixing a 

tear in a girl’s skirt with a stapler or 

educating them about 

menstruation. Fending off advances 

from hormonal teen boys  is sadly 

one of my daily tasks. Never the 

What it’s like being a high 

school secretary and PA to 

the principal in South Africa? 

The following interview responses 

were submitted to EDPA 

anonymously.  

Q. What is your job / what field are 

you in? 

 I am in turn a sergeant major, 

nurse, psychologist, therapist, 

educator, mediator, law-maker 

and guidance counsellor amongst 

others. In short, I’m the principal’s 

PA and high school secretary. 

Q. Do you need a qualification for it? 

If yes, what and how long does it 

take? 

 Not really, although an 

administrative or secretarial 

certificate or diploma is an 

advantage.  Depending on 

where you choose to study it can 

take anytime from six months to 

three years to complete. 

Q. How did you get into it? 

 I stumbled into it. I don’t have a 

secretarial diploma but my 
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   High School Secretary in South Africa 

not having the power to save 

everyone is troubling.   

I have zero tolerance for the 

privileged who take simple things 

for granted and mother my own 

kids all the harder. 

Q. Do you have any advice for 

someone wanting to get into this 

field? 

 This is not just a job. It’s a calling. 

You have to be a people’s person 

and the ability to suck it up and 

move on at times. Your true 

strength sometimes lies in how 

good you are at keeping quiet. 

Knowing how to diffuse a situation 

is a good quality to have. Planning is 

very important although your day 

or week will never go as planned. 

Good organisational skills and 

flexibility is vital. Be prepared to 

wear many hats that is not detailed 

in your job description. (See answer 

to first question) Last but not least, 

a sense of humour comes in handy. 

You’ll need it more often than not 

or you’ll lose your marbles. 

 Kids who are loved at home come 

to school to learn and kids who 

don’t come to school for love. To 

many of them, you and the 

educators are it. If you don’t have a 

love for kids and education then 

this is probably not a job for you. 

 YES. I think I am exactly where I’m 

supposed to be in my life. I have a 

strong personality and choose to 

think that the school needs me. 

Q. What are some of the biggest 

challenges about this field? 

 Plenty of people consider 

secretaries as lesser mortals. 

Truthfully I didn’t really think that 

much of the profession before I 

entered it. You get the short end of 

the respect stick because of your 

title from all different angles. 

Educators, learners, parents, the 

department and just about 

everyone you come into contact 

with. If you’re not strong enough it 

can and will break you. 

 Being a parent myself I cannot deal 

with how blasé parents are when it 

comes to their kids education. It’s 

up to the school to ensure grades 

and manners. The biggest challenges 

we face are the socio-economic 

circumstances. Many of these kids 

don’t know any better. Alcohol and 

drugs are as normal to them as the 

time slots of daily soaps on TV. The 

sad reality is there are some 

brilliant kids who will probably not 

get to live their dreams because of 

it. There are plenty of opportunities 

but not everyone has access to it. 

Bearing witness to this daily and 

same boy twice though. They 

misinterpret “nice” as a gesture. 

Their socio-economic backgrounds 

don’t help my situation either. It is 

a work in progress but for a young-

looking woman I know how to 

command respect. I also give them 

a hard time for treating women any 

which way. Slowly they are 

learning. I sometimes think they 

only behave in my presence for my 

benefit and to avoid my wrath. I’ll 

take it as a win anyway. 

 Then there is the not too great part 

of my day when I fight with people 

who may pose potential risks to 

the school and our kids. They come 

in the form of “Blessers”, estranged 

parents, drunk family members 

and the odd gangsters who come in 

the guise of the aforementioned. 

It’s mostly power struggles. Mine is 

bigger than yours type of thing. Or 

who can puff out their chests more. 

It is for this reason that I have 

perfected the Wonder Woman 

pose. 

 Breaks do not factor into my day. I 

eat in the morning before school 

and then when I get home the 

afternoon. I’ll have a nutritional 

shake to sustain me during the day 

between meals but that is on the 

go. I am that busy. 

Q. What has been the most 

memorable moment for you in 

your career? 

 It’s too soon to tell at this point. 

I’m sure there will be many in 

future. 

Q. What moment would you like to 

forget? 

 A few weeks ago when a gang 

entered the school and stabbed 

one of our learners and ran 

through the office with weapons (a 

panga/machete was one example). 

Then the ambulance services 

asking me too many questions that 

required me to look at the wound. I 

do not deal well with blood. You 

can only imagine what my dreams 

have been about since then. 

Q. If you could live your life over, 

would you still do this? 
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home for people who are self-sufficient (and feel they 
don’t need us). It is possible that our future will not see 
the benefit we bring to the office because things will be 
so different. 

I doubt that the Admin Professional will be out of a job 
per se, but the skills that will be needed will be very 
different than the skills we need now. We need to 
reinvent what we do, how we do it, and why we are 
doing things that way. 

Just because it is working doesn’t mean that is the right 
path to follow. The Beatles had a very successful 
formula, but they changed it anyway. 

Here are some things you can do to ensure that you are 
relevant in the future: 

1. Be Strategic. Be aware that your future is changing 
and constantly look for ways for you to add value to 
your executive or company. If you prefer to avoid all 
the office politics, start paying attention. That 
doesn’t mean that you need to get involved, but you 
certainly need to be aware. Sticking your head in the 
sand is not the right approach to strategy. Being 
strategic means personal strategy as well. Continue 
adding to your skill base even if you feel you don’t 
need that skill right now. Keep your network alive 
(just in case things change).  If you don’t already 
have your accreditation CAP OM or TA or PM – get it 
ASAP. If you have one, get all three. Be strategic to 
keep yourself relevant to not only our company but 
to your profession and yourself. Be strategic to keep 
yourself relevant. 

2. Be Likeable and Kind. Don’t ever underestimate the 
importance of people and your relationships with 
them. When it comes to making hard choices when 
companies change directions, relationships matter. 

Rhonda Scarf on ‘future-proofing’ your role: 

In 1964 The Beatles had four albums in the top 100, 
including the unprecedented top two slots. They had a 
formula, and they repeated that formula over and over 
again. Their magic formula was simple, and it was more 
or less the same formula that all the top bands in the 
1960s used. Aim to the teenage pop tunes market, and 
tour relentlessly. The Beatles wrote only about half 
their own songs, and obviously, that was working. 

In 1965 The Beatles decided they would have no more 
live performances. All the songs they produced were 
written by the band, and they wrote them about 
anything and nothing all without aiming for the teenage 
pop market. Before their reinvention they had two 
number one albums. After their reinvention, they had 
11. They had more control, more hits, and ultimately 
more success. 

So why in 1965 did they throw out the most successful 
formula in music and reinvent themselves? Because to 
stay in the number one position and to cement 
themselves as the superstars they believed themselves 
to be, they needed to do something different. They 
needed to be innovative. 

We do too. If we don’t reinvent ourselves, we will also 
become redundant, just noise in the background 
sounding like everyone else. If we don’t reinvent 
ourselves we will become redundant. 

Forbes Magazine predicts that by 2025 about 50% of 
employees will be working virtually and in 2020 46% of 
the workforce will be millennials.  

What does that mean for the Administrative 
Professional? It means that for us to stay relevant and 
respected in the workplace we are going to have to 
change what we do otherwise we will be working from 

Are you an Innovative Admin? 
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When Brian Epstein died in 1967 
(The Beatles’ manager), the 
Beatles began a bitter feud with 
EMI records. The poor 
relationships that were well 
documented in the press were 
the catalyst to start Apple 
Records. Ensuring you are likable 
and kind is just good business. 
Good business for you and your 
future, and good business for 
your executive and company as 
well. 

3. Be a Guru. Don’t just be good at 
your job; be excellent at your job. 
While being an administrative 
professional requires us to be 
good at many things, we need to 
find our expertise as well. Find 
the area that you add the most 
value to your company and push 
it even farther. Be the “go-to” 
person in your office for your 
area of expertise. Apple 

mean failure, or it can mean 
success. Doing nothing only 
guarantees failure.  

 

Take the risk, be innovative, and 
let’s see our future together. 

 

Rhonda Scarf 
is a Speaker, 
Trainer, 
Consultant 
and Author 
based in 
Ottawa 
Canada and 
Florida—and 
author of 
“Common 
Sense,  
Common 
Practice”.  

www.on-the-right-track.com 

reinvented the music industry 
when it released the iPod, 
Starbucks reinvented the coffee 
experience, Tesla is reinventing 
the car buying experience, and 
Netflix is changing the way we 
watch television. Samsung’s 
Galaxy Note 7 exploded into 
oblivion; the Ford Edsel was an 
immediate failure, Kodak 
refused to admit that digit 
photos were going to make an 
impact and in 1985 Coca-Cola 
made a massive error in 
judgment when they introduced 
New Coke. When you risk being 
at the top, you won’t always be 
right. You won’t always have a 
home run each time you swing 
the bat. However, Samsung, 
Ford, Kodak, and Coca-Cola are 
still around in one form or 
another. Being innovative means 
taking a risk. Taking risk can 

Are you an innovative admin? 

Michele Thwaits looks at the 

value you bring to your role and 

to your manager. 

If I had to ask you to give me three 

interesting facts about yourself in 30 

seconds – what would you tell me?   

Would you be able to answer in 30 

seconds or would you have to think 

about it?   

Don’t think too long, because you might 

want to add on or expand on a point 

when in actual fact I just want to know 

you – who you are – what you are about 

– what makes you tick.   

are unique, fulfilled and invigorated in 

your job, what value do you bring to 

your role and to your manager?  Would 

you say you are irreplaceable?   

Or if you should leave today, would you 

leave a positive impact, a mark, 

something they will remember you by?  

Yes, you will, just make sure it is a 

positive one, a good one.  You know it 

is a compliment if people talk about 

you – keep it positive. 

Surveys were done a while ago where 

they found that many young people 

work for companies that have values, 

companies that make a difference in 

No frills, no fuss, no pretence – just 

you. 

Once you have told me about yourself 

– the three interesting facts – I would 

then ask – are you fulfilled?  What 

invigorates you?  There must be a few 

things that make you feel happy, that 

make you feel energised, that make 

you feel like you have accomplished or 

achieved something.   

You are a unique human being.  And in 

answer to all the questions above, this 

is who you are.  This makes you, you.   

So, my next question is, seeing that you 

Be true to yourself—be authentic 
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the world above and beyond just 

satisfying customers.   

This is not a one-way street.  Many 

firms, when hiring, will look for people 

with varying personal values which 

they can bring to the workplace.  This 

helps contribute to being effective 

team members.   

Some of the disciplines companies look 

for when hiring people are: 

• Work ethic 

• Positive attitude 

• Trustworthiness 

• Dependability 

• Self-confidence 

• Loyalty 

Let’s take a more in depth look at 

them. 

(A strong) work ethic—No matter how 

caring the company is, at the end of 

the day all they are interested in is 

getting the work done.  Showing a 

willingness like no other and 

enthusiasm to go with it for the task at 

hand is what will make you stand out 

from the rest.  Match your work ethic 

together with working smart and you 

will get the best results for the effort 

you put in – that is ideal.  People who 

project confidence are the ones who 

rise up in the ranks.  If you find yourself 

complaining about the smallest of 

things – stop it – negativity is not good 

and when it rubs off on the people 

around you, it leaves a bad impression. 

(Have a) positive attitude—A positive 

attitude goes hand in hand with work 

ethic – although, not always.  People 

with a positive attitude don’t just do 

the task requested of them and then 

sit back and wait for the next 

instruction.  They will look for what 

else needs to be done and will 

proactively do it.  They show that they 

are ready for what needs to be done 

and actively do so to achieve the end 

result.  Beside themselves, they find 

time to motivate the people around 

them, making the office a more 

pleasant place to be in. 

(Exercise) trustworthiness—In order to 

have a good relationship with your 

employer, it all starts with trust.  Any 

company wants to know that as soon 

as you are left unsupervised, you are 

not going to be surfing social media or 

the web, helping yourself to office 

supplies for external use.  Also, when 

you are outside of your company, you 

will be trusted to do so professionally 

making sure you have done all the 

necessary preparation beforehand. 

Dependability (is important) - If you 

make an appointment and you say you 

are going to be there – be there.  If 

you say you will get something done – 

get it done.  I know, this is not rocket 

science, but sometimes you would 

think so.  How can you be trusted if 

people can’t depend on you? 

(Assert your) self-confidence—Self-

confidence is probably the most highly 

valued principle of all.  Now whether 

that is a good thing or not – we will 

have to see.  As I mentioned above, 

people who project confidence are 

usually the ones who rise up in the 

ranks, they are responsible for building 

support of teams and they can 

persuade clients to sign up at any 

given time.   No one, absolutely no one 

is confident all the time (as much as 

they would like to be).  They are 

human and they also have nagging 

doubts and concerns in the moment.  

To be able to tap into your ability that 

makes you feel strong in such a way 

that you project it outwards, is a big 

deal.  And this doesn’t apply only to 

being at work – throughout your life.  

Start practicing now – do it early and 

do it often.  Practice makes perfect. 

(Show your) loyalty—So, you say you 

work for the perfect boss?  Yes?  Well, 

guess what?  You won’t marry the 

perfect partner.  You were not raised 

by perfect parents.  You were not the 

perfect child.  And you are struggling, 

just a little, for perfection yourself, 

aren’t you?  So, unless you work for a 

total jerk of a boss, his/her 

imperfections should not get in the 

way of your loyalty to them or the 

company for as long as you work 

there.  This doesn’t mean that you can 

never tell them, in the appropriate 

way, that you disagree with something 

or that you think there is a problem. 

So now you ask me, why you should 

show loyalty to the company if they 

don’t show loyalty to you?  It comes 

down to that positive attitude.  For 

now, the company is putting money 

in your pocket by giving you a place 

to work, to perform and grow and 

get things done.  Make the most of 

it and you will have plenty of friends 

and allies to help you take the next 

step when the time comes. 

In most companies, any employee 

with the above values will do well.  

But there are sadly some where life 

is toxic and unwholesome with 

bosses who are too narcissistic to 

notice what’s good about anyone 

around them. 

I endured working for the “Cruella 

da Ville” of bosses for two years.  

She broke my confidence, my drive, 

my happiness but ….. she did not 

break my love for what I did in the 

workplace, what I enjoyed doing 

and what I did well.  That never 

changed till the day I left the 

company.  Make sure your focus is 

in the right place to help you get 

through whatever you need to, and 

get there. 

Are you successful? Is your job 

great? Many people today have 

outer success (money, titles, 

responsibilities, power, authority, 

etc).  What I have noticed with a lot 

of professional women is if what you 

have attained fits other people’s 

definitions of success, but not your 

own, and if it leaves you with an 

empty feeling and far from your 

best self, then it is not success, but 

sadness and disappointment. 

Find out what you need to ensure 

your professional life is both happy 

and rewarding – and do whatever 

you need to, within reason, to get 

there. Even if life gets tough now 

and again, it should not rob you of 

your happiness, your inner 

happiness, your fulfilment – just 

focus on what makes you happy, 

what invigorates you, what drives 

you – and get back on track. 

 

Michele Thwaits is owner of 

Empowered 4 Success, and is an 

experienced and a sought after 

facilitator and trainer specializing 

in EA, PA and administrative skills. 

www.empowered4success.co.za  
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The PA in me... 
EDPA caught up with Lydia Fikile Phillips in 

Botswana for a chat about what she loves about 

her role. 

My name is Lydia Fikile Phillips, I am the Personal Assistant to 

the Director of an International School in a very peaceful, 

beautiful country called Botswana, Southern Africa. 

I have been in the position for 19 years to date and still 

counting. Note, I say "position" not the same job! PA's do not 

do the same job all the time, they hold the same position.   

During my 19 years, I have worked for 10 different "bosses", 

and am expecting my 11th in four months’ time: wish me 

luck. 

I am often asked questions, the most being "How do you 

manage", my answer is always "The PA in me manages, I just 

do my exciting job.”  

The PA in me handles the challenges and the changes well. 

It’s always exciting when I get a new boss coming, I know 

there is going to be a change, and it’s that change that makes 

it exciting. 

By the way, in many years of my being a PA, I have never had 

any of my bosses ask me to do the task that I would hate the 

most.  

Can you guess what that task is? .... Servicing the Boss and 

his visitors with teas. I honestly would not enjoy that role. 

You know why? The first day I told a friend I got a job as PA, 

their comment to me was "so you are going to be the one 

flooding your bosses with tea". They laughed. 

But really, the joke is on them— little did they know that the 

PA in me was going to travel places, was going 

to sit in on Board meetings, was going to draft 

contracts, was going to know all the company 

secrets and never talk about them, was going to 

know who is being fired on Monday and could 

never tell, and was going to be accused of 

snitching on colleagues but never does!   

In a nutshell I love my job, I enjoy my job!  

The PA in me truly carries me to great places... 
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Productive studying 
you’re fresh and alert – if you are a 

morning person you will not be very 

alert at midnight; equally if you are 

night person, you probably won’t 

get much done early in the morning. 

• Reading can be fitted in during 

other routine activities – on the bus 

or train to and from work for 

example.  

• Are you a reader or a listener? 

Make recordings of your study 

sessions and listen to them at 

another time to embed learning.  

See if any of your research materials 

are available in another form, e.g. 

‘talking’ books. Variety will help to 

enhance learning. 

Structure your learning 

• Make appointments with yourself – 

make a note in your diary to study. 

If you keep putting off your study 

time, you will spend most of your 

leisure time feeling guilty and 

thinking about it anyway. This also 

allows you to allocate leisure time 

for true relaxation. 

• Keep reviewing your structure and 

times – maybe the weekend is 

better for leisure and not so good 

for study. It’s important to balance 

Tandy Hanff gives some 

encouragement for readers 

undertaking a training or 

educational course. 

If you have not studied for a while and 

have been thinking about enrolling on a 

course – go for it!  

Although I have always considered my 

own life to be rich and full, I have even 

more to talk about with friends and 

family and have made new friends at 

college whose interests and knowledge 

will, I hope, enhance my own 

experiences and career. 

What and how do you want to study? 

• What course of learning do you 

want to follow? Academic, skills-

based, person-based, etc?  

• Where can you undertake this 

study? Is there a college course 

available near you, or an online 

course, or a series of books or 

videos which you can work from? 

Know your study 

• Several shorter bursts of study are 

more effective than long hours 

spent reading or researching. 

• You’ll be more effective when 

both. 

• It’s easy to weight your study 

towards the subjects and topics you 

find particularly interesting or easy. 

Plan and aim to complete more 

difficult/less interesting topics early 

on and “reward” yourself with more 

interesting and easier study later. 

Where do you study? 

• The dining table is not the best place 

for study, with family and friends 

able to distract you. If you are short 

of space at home, try the local 

library or college and book space 

there if appropriate. If you do need 

to use the dining table, make your 

family aware of your study time and 

ask for their cooperation. 

• Make sure your study space is well 

ventilated, well lit and is a good 

temperature – too hot and you will 

feel sleepy, too cold and you won’t 

be able to concentrate properly. l 

Above all try and be in a quiet space 

to allow for good concentration and 

thinking time. 

Supportive study 

• If you know others who are studying 

the same subjects, take it in turns to 

host a study session, set an agenda, 
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organise contributions or plan a 

debate. 

• Set up an e-group for sharing 

information. 

• Share research and reading by 

splitting up subjects and 

summarise or highlight for each 

other. 

• Circulate cuttings and case 

examples. 

Keep organised 

• Keep a file of useful websites and 

examples of information 

obtained for future use 

• Plan how you will file and 

reference your information for 

later use 

• Summarise or highlight key 

information for later review 

• Break a topic down into smaller 

tasks, estimating how long each 

task will take. The topic will be 

less daunting and you can 

“reward” yourself when each task 

is ticked off. 

The key to success – use a study 

guide 

• A study guide / journal / planner, 

can be very useful in making best 

use of your time. Use it to diarise 

study time, plan what you will 

look at each session, set aims and 

goals to achieve during the length 

of the course and afterwards, and 

work out your next steps to make 

best use of your new learning..  

 

Studying Resources: 

Have a look at the Books page in the 

Subscribers’ section of the EDPA 

magazine webpages.  (You’ll need 

the username and password details 

from page 3 of this issue to log in.) 

You might also want to purchase a 

goal planning journal, such as Angela 

Garry’s “My ‘ME’ Book: Am I nearly 

there yet?”, available in two 

editions: volume 1 is for personal life 

goals, ambitions and achievements, 

whilst volume 2 is a study planner for 

students of all ages. 

The “My ’ME’ books” help you to 

decide upon, plan, work towards and 

achieve your goals, by focussing on 

inspiration, happiness and 

mindfulness.  Each contains 53 

weeks of undated space, 

allowing you to use the journals 

as and when you need them, 

with planning, inspirational and 

motivational pages every 4-5 

weeks and goals checking pages 

every 13 weeks. Both books are 

available for £10 from Amazon. 
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doing and to have faith that their 

hard work would reap results. 

• Show courtesy to others in their 

interactions.   

Courtesy related to respecting 

each other and giving people the 

space they needed to learn in a 

safe and nurturing environment, 

and by encouraging (and 

expecting) better behaviour from 

everyone. 

• Develop aspiration for their 

futures.   

Aspiration was always summed 

up by one particular slide in the 

 

principal’s presentation: an 

image of 10 of our pupils 

jumping as high as they could, 

accompanied by the words, 

‘Aim for the sky and you will 

hit the ceiling. Aim for the 

ceiling and you will fall flat on 

your bum.’ He wanted the 

pupils to aim as high as they 

possibly could, and not to limit 

their hopes and expectations. 

 

If there is one thing that I took 

away from my time at the school, 

Bravery is… 
showing 
courtesy, 

courage and 
aspiration 

We bring you a free excerpt 

from Angela Garry’s book 

“Brave PAs: the ultimate 

guide to being outstanding in 

a tough job” - the only 

professional development 

book written specifically for 

PAs, EAs, Secretaries and 

Admins in schools. 
Most schools, colleges and 

universities have a motto – a 

statement or phrase encapsulating 

the institution’s vision and aims for 

its students.  

Most are centred around versions 

of putting your whole heart into 

what you are doing, showing 

integrity or aiming to be the best – 

or all three. 

The motto in the school where I 

worked was ‘Courage, courtesy, 

aspiration’. The school encouraged 

the pupils to: 

• Have courage in what they did. 

This was explained to them 

through the origins of the word, 

coming from cor, the heart. We 

encouraged them to put their 

heart into everything they did, 

to believe in what they were 
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it was that everyone should bravely reach for the 

highest they can be. 

So, if courage, courtesy and aspiration are attributes 

we want our students to live, work and learn by, how 

can we also reflect this in our own working practices 

as PAs? 

You could concentrate on: 

HAVING COURAGE IN WHAT YOU DO: 

• Sticking to your guns when you know something is 

right. 

• Trying out new methods of doing things. 

• Not being afraid to try and fail. 

• Not being content to settle for being thought of as 

‘just a PA’. 

• Believing in your own skills and expertise. 

• Pushing for recognition for your role and skills. 

SHOWING COURTESY TO OTHERS IN YOUR 

INTERACTIONS 

• Maintaining a calm, 

polite and professional 

manner (as much as 

possible!). 

• When confronted with 

a heated situation, 

remembering that the 

other person has 

probably had a bad day, 

so don’t take what they 

say personally. 

• Giving others room to  

do what they need to – be generous with your 

time and space. 

• Showing that when you are listening to 

someone, you are fully hearing what is being 

said. 

• Remembering that politeness, good manners 

and a smile can go a long way. 

BEING ASPIRATIONAL 

• Being a mentor/coach for other members of 

your admin team. 

• Delegating tasks to others that will challenge 

them to learn further and show that you believe 

in them (rather than only ever giving them 

something which you know they can pretty 

much do with their eyes closed). 

• Keeping your own standards high and expecting 

similar from others. 

• Setting a great example for others to aspire 

towards. 

• Aspiring to reach something better for yourself. 

 

So, when did you last display some courage, 

courtesy and 

aspiration? 

 

 

Angela Garry’s 

book “Brave 

PAs: the 

ultimate guide 

to being 

outstanding in 

a tough job” is 

available from 

Amazon. 

Bravery is…  showing courage, courtesy and aspiration 
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After a security check thorough enough 

to rival even the most stringent 

embassies, I was led across the lush 

and expansive grounds to the 

Administration block of the 

International School of Kenya. 

I walk in from the unfriendly morning 

chill into Lucia’s office which is as 

warm, bright and welcoming as the 

woman herself. You see, Lucia and I 

had not therebefore met but I am 

happy to report that she was exactly 

what I expected. As I walked in to say 

hello, I was enveloped in a big hug as I 

wondered how this glowing woman 

could be the mum to a 25-year old.  

This is Lucia. A lovely, open spirit who 

exudes nothing but good vibes. The 

happy albeit busy PA to the Business 

Manager of ISK was born and bred in 

Jericho, Nairobi, with nine other 

Africa PA of the Year: School PA Lucia Muasya 
wondering what her journey’s been 

like just as I did. Lucia has an 

impressive track record working for 

organisations such as Ninety-Nines 

Flying Club at Wilson Airport in 

Nairobi, Intensive Care Air Ambulance 

– also at Wilson Airport and the 

Market Masters Limited – a company 

that runs the prestigious Village 

Market Shopping Complex in the leafy 

Gigiri area before joining the ISK 

family. And I don’t use the word 

family lightly. Lucia undoubtedly loves 

her work, her colleagues and the 

students who gravitate towards her 

for a chat or a word of advice every 

now and again. 

And from what I could see the feeling 

was mutual. All her colleagues seem 

to genuinely care for her. From the 

school’s Director, David Henry to 

Jackie in the adjoining room, everyone 

sang her praises as she introduced me 

to everyone. The hardworking mum of 

three loves the demanding activities 

that a typical day for her entails. She 

runs me through: 

“My day begins at 7:30 am with a cup 

of tea as I prioritise the tasks for the 

day. I then check and respond to 

siblings. As we talk, she suddenly 

remembered how each one would 

compete to speak the loudest around 

the table and her mother calling for 

some quiet. “Mealtimes were fun 

because we laughed so hard. The 

jokes, the teasing… oh my, I miss 

those days,” recalls Lucia fondly. 

Unlike others who simply find 

themselves in a wonderful career as a 

PA, she got into this line of work 

through a lady she looked up to with 

stars in her eyes. That was none 

other than her big sister, Betty. Betty 

was then the PA to a senior manager 

at the National Oil Corporation and 

unbeknownst to her, little Lucia was 

subconsciously learning the ropes 

and picking up tips, preparing for a 

similar career path. 

“When I’d visit her at work, I would 

picture myself in the same smart 

clothes and high heels. I admired her 

as a professional and as a person and 

for as long as I could remember I 

wanted to follow her lead” gushes 

Lucia. 

Well, she clearly has done a great job 

of it. In May, she clinched the title of 

PA of the year 2018! You must be 

Lucia Muasya beat throngs 

of entrants to emerge the 

winner at the African PA of 

the Year 2018 Awards held in 

Nairobi last May. Stella Adi 

interviewed her on her work, 

life, love, family. 
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emails that need urgent attention. 

Thereafter, I draft, prepare and 

dispatch documentation for the finance 

department. My lunch break involves 

catching up with colleagues from 

various departments. Catching up on 

current affairs is paramount – as is lots 

of laughter! My day ends at 5:00 pm 

with a review of the day’s 

accomplishments and what needs to be 

carried forward for the following day.” 

Lucia reminds me more than once that 

I’m lucky I came in during the Summer 

break. “Usually this place is entirely 

abuzz! Now we are more relaxed”. 

They’d just had a huge staff meeting 

before the school’s reopening. 

Phew. At the end of the day when she is 

spent, she manages a satisfied smile 

because her days tasks were 

completed. Like many I have 

interviewed before her, Lucia echoes 

the sentiments of other successful PAs: 

that they are an integral part of any 

organisation. They don’t just sit behind 

a desk and schedule meetings. “We are 

business partners and team members 

who are involved in decision-making. 

PAs are the spine of every organisation. 

You cannot function without a spine” 

she adds. 

How does she think a PA or EA can 

create innovation in this line of work? 

She takes a moment before answering 

me, then insists on the need for 

thinking outside the box as well as 

making yourself heard at work. Would 

Africa PA of the Year -  School PA Lucia Muasya 

Soon enough, conversation circles 

back to her recent win at the PA 

Awards held in Nairobi. What does the 

win mean to her I’m curious to know? 

She is visibly elated. 

“I am honoured to have received this 

precious award. At the ISK, we have 

several administrative assistants and 

secretaries who I mentor. It gives me 

so much joy to know that they feel 

that they can count on me when they 

have issues they are not sure how to 

deal with. I am working at 

implementing programs for PAs not 

only within ISK, but also externally”. 

When I asked her why she thinks she 

came out on top, she says she 

believes it came down to 

recommendations from her fellow 

PAs. She considers her integrity and 

honesty as her prized possessions – I 

have a sneaky suspicion that that did 

not go unnoticed by the powers that 

be. 

“I am humbled that they trust me to 

represent them. My interpersonal 

skills too played a role. The support I 

give here plays a critical role in 

ensuring that this organisation attains 

its goals. The ISK community also gave 

some positive recommendations.” 

“I believe I’ll be an excellent 

ambassador during this period I will 

be serving as East Africa’s PA award 

winner”, she finally adds, a broad 

smile still on her lips. Lucia is looking 

forward to what the future holds but I 

remind her that we all have regrets or 

perhaps would do things differently if 

given the chance… What’s her biggest 

one, I ask? And would she undo 

anything? I suspect the seemingly 

perfect Lucia would change little if 

anything about her life but she 

surprises me.  

“I wouldn’t have been too careful 

when it came to taking risks or caring 

so much about what people would 

think if I did something out of the 

ordinary. As the saying goes, ‘dance 

like no one is watching.’ She also adds 

that she wishes she could have learnt 

an international language, perhaps 

French or Spanish. “It’s never too late, 

though”, she adds enthusiastically! 

What else makes her smile, I wonder? 

she like to elaborate? “I mean you 

should not just do what your Job 

Description asks of you. Be proactive!”  

Lucia often volunteers to take on or 

help with projects that don’t 

necessarily fall in her domain. But she 

attributes this to getting noticed. “Be as 

helpful as you can and speak up and be 

part of decisions. A lot of people tend 

to shrink into the background when 

there are opportunities to get noticed 

all around you!” she says waving her 

hands animatedly with the words ‘all 

around you’. 

“Whatever you do, don’t take a back 

seat.” She continues to urge. Of her 

boss, Lucia has only positive things to 

say about Moez Jiwani, ISK’s astute 

Business Manager. “He is a manager 

who focuses on achieving the 

organisation’s goals and targets while 

still managing to make himself feel like 

a leader more than a manager, you 

know what I mean?” asks Lucia. Having 

a passion for mentorship, I can’t help 

but ask if she sees her boss as a mentor 

as well. The answer is a resounding yes. 

“He is a motivator and mentor not only 

to me, but to the entire finance team. 

Moez always reminds me of the 

importance of having a work/life 

balance, which I truly appreciate.” She 

adds that he is a person of integrity and 

humility. 

 

Picture:  

Lucia with EDPA Editor Angela Garry 
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Well, that would have to be her family. 

I don’t exaggerate when I say she spoke 

with unbridled pride and joy for her 

husband and children. 

Lucia is lucky to be married to a man 

who she describes as her best, Mike 

Mabwa. She sees him as a leader and 

an amazing father to their children. 

Together, they have three wonderful 

children; her 25-year-old daughter 

Sharlyn who recently finished university 

and her sons, 18-year-old Calvin and 

last-born Nathan aged 12. 

She says they have a very hands-on way 

of parenting which has worked for 

them because they haven’t even 

experienced the dreaded rebellious 

teenage years. Now it’s my turn to 

remind her how lucky she is. She takes 

none of it for granted though. Lucia is 

very prayerful and this she says she got 

from her mother, the stoic mum of ten. 

Lucia seems to me like the type of 

person who’s never faced adversity. I 

mean, how can one person be so joyful 

and seem so blessed? And so I ask her 

what event if any changed the course 

of her life and she shared about the 

sudden passing of her father in 1988. 

She was in college at the time and a 

complete Daddy’s Girl. Lucia was 

shattered. The incident, however, 

brought her family together and made 

her appreciate life to the fullest.  

Any parting shot, I ask her before I get 

up to leave? She smiles and says to me 

LUCIA’S MINUTIAE 

• The one temptation Lucia cannot 

resist is buying books. For her, a lazy 

Saturday is being cuddled up on the 

couch lost in a good book. 

• Lucia lauds her mother as having the 

most influence on her. In her own 

words, “My mother is an amazing 

woman who shaped me to become 

what I am today”. 

• The things that touch Lucia’s soul is 

the book Fervent by Priscilla Shirer. 

It teaches on how to pray specific 

and strategic prayers, (something 

we all need if you ask me). The book 

serves as a reminder for her on the 

power of prayer. 

• She would love to invite Oprah Win-

frey to dinner. 

• She describes her happiest moment 

as “when God trusted me with 

motherhood.” 

• Lucia sites the 2007/2008 post-

election violence that plagued the 

Kenyan capital as one of the saddest 

times in her life. Her last born son 

was only a few months old and she 

remembers panicking about where 

to buy her son’s food. She tries to 

forget this as much as she can. 

• She loves to cook and host. (She 

then goes into the details of her big 

sister’s surprise birthday party in a 

couple of weeks.)  

• The legacy she wants to leave be-

hind is to be remembered as some-

one who guided and mentored 

young women and brought up three 

wonderful, upstanding children. 

 

LUCIA’S SECRETS TO… 

• Parenting: Discipline. She advocates 

for being a parent before being a 

friend. 

• A thriving marriage: Mutual respect. 

She looks to her husband for guid-

ance. 

• A successful career: Self-discipline. 

“Stay off your phone at work”, 

warns Lucia. 

• Spirituality: Be purposeful in all you 

do concerning your faith. 

Africa PA of the Year -  School PA Lucia Muasya 

assuredly, “Respect others and you 

won’t need to broadcast that you 

should be respected.” She then adds 

that this philosophy underpins her 

life. 

What next for the passionate PA 

then? She says she is currently 

working towards becoming a trainer 

so that she can reach out to more 

young girls. Already, Lucia strives to 

be a role-model for younger girls and 

women through her church 

Mentoring young girls, says Lucia, is 

something she holds very close to her 

heart. 

As she walked me out, we stopped on 

a narrow pathway and spent another 

30 or so minutes enjoying the warm 

sun and talking about this and that. 

Lucia had a cheerful greeting for 

every person who passed anywhere 

nearby. One thing is for sure, Lucia 

loves what she does at ISK and has no 

plans to stop anytime soon. 

 

Situated in the lush Kitisuru area  

on the outskirts of Nairobi, the 

International School of Kenya (ISK) is 

a diverse school that admits students 

into pre-kindergarten all the way up 

to Grade 12.  

ISK serves the educational needs of 

both expatriate and Kenyan students 

who seek a challenging international 

curriculum leading to the rigorous 

international baccalaureate diploma 

program.  

The school has a 

population of close 

to 1,000 students 

from 65 

nationalities.  

 

 

 

Interview 

reproduced from 

The Africa PA 

magazine with 

permission from 

Lucia Muasya  
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will feel harder". That's where the 

scare comes in. But isn't it from within 

the scare that we learn the most?  

A large proportion of my training work 

and the articles I've been involved in 

for this magazine over the last ten 

years have been around the issue of 

change, moving onwards and upwards, 

pushing for something different—and 

it's four years this month since my first 

book "Brave PAs" was published, 

encouraging PAs and Admins in schools 

to push for their own development 

and change. How ironic then that  my 

own life should echo all of this work on 

‘managing change’ so closely!  

I'm moving primarily because of my 

health -  bilateral pulmonary embolism 

has left my lungs scarred and arthritis 

in my spine has hugely affected how 

much I can do physically. Living in a 

warmer drier climate will certainly help 

with these. I just need to overcome the 

scare of actually making the move and 

starting all over again somewhere new. 

Just like everyone experiences when 

starting out in a new job, a new 

partnership, a new home, having a 

baby, retiring or being made 

redundant, change is hard. There's so 

much that I'm going to be leaving 

behind, and yet so much more to look 

forward to... 

Onwards and upwards, eh? See you 

next term, from wherever I am!   

HAVE A GREAT EASTER.  Angela x 

 

Photo: ‘Brave PAs’ celebrates 4 years! 

order to get it ready to put it on the 

market to sell.  

In the last few weeks I’ve been over to 

Spain on a home-hunt with a friend, 

viewing some apartments, and have 

made an offer on a property in the east 

coast town of Oliva. Now it's "merely" a 

question of securing a sale on my 

house in the UK and packing up 

everything for the move. 

I have to admit that I'm very excited, 

fairly confident and really eager all at 

once - and also a little bit scared.  

New challenges always excite me, and 

having had a pretty horrible winter so 

far, I’m eager to make the move 

towards feeling healthier. My 

experiences of moving country and 

settling somewhere new twice in the 

past give me some confidence, which 

I’m hoping to use to allay my fears! I 

know that I have previously been able 

to manage moving from one area to 

another, finding my feet, settling down, 

making friends and getting used to 

doing things differently, so I’m hoping I 

can do it again.  

That’s where a part of me panics a 

little, saying "ahhh, but those moves 

were in 2000 and 2005 - I'm older now 

and my health isn't as good so things 

EDPA Editor’s 

Angela Garry reports. 

What have I been up to in the past few 

months?  

Well, I've been out and about round the 

UK to several schools to work with 

them on setting up their new PA 

networks; discussing items like their 

SIMS systems, their admissions 

procedures and dealing with appeals; 

and offering training on a whole range 

of other admin aspects.  

I’ve been working on creating and 

editing several different books, three by 

other authors in the UK and Russia, and 

four of my own, including my third 

book intended for the PA and admin 

community, plus I have a large number 

of other books in varying stages of 

planning and preparation, as well as 

working with the Writers’ Group which 

I set up in my village here in Derbyshire. 

Alongside this, I have been continuing 

with my Spanish lessons (I'm now two 

thirds of the way through my second 

year).—and I've been working on my 

home - making preparations for my 

planned move to Spain. I live in an old 

terraced house that seems to have 

been falling apart gradually over the 

last hundred years so I've been slowly 

making little improvements to it in 

Photo: Oliva, on the east coast of Spain 

Update 
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A year’s 3-issue subscription for EDPA is issued electronically and now costs just £30 / €35 / $45 worldwide—  

less than £1 per week throughout the school year  -  via www.edpa-magazine.com / editor@picaurum.com 

TRAINING OPPORTUNITIES 

www.picaaurum.com 

EDPA Editor Angela Garry’s training 

company offering a variety of courses 

for PAs and Admins working in both 

education and corporate settings. 

With a growing list of 50 topics, 

mentoring and coaching sessions on a 

one-to-one basis, via telephone, email 

and / or Skype. 

 

BOOKS  

“Brave PAs: the ultimate guide to 

being outstanding in a tough job” by 

Angela Garry, £12.99 

The only CPD book written specifically 

for PAs, EAs, secretaries and admin 

staff working in education.  Available 

from Crown House Publishing, 

Amazon and selected bookstores. 

Kindle edition also available. 

“The PA & EA Circus: integrating the 

many parts of the Personal and 

Executive Assistant” by Angela Garry, 

£12.99 

CPD book for PAs, EAs, Secretaries 

and admin staff in ANY industry. 

Available from Amazon in paperback 

and Kindle edition. 

bespoke courses are also available - 

put together a timetable to suit you 

and your colleagues. 

A distance learning option is also 

available: buy a course book and work 

through it at your own pace. Your 

purchase includes two hours of 

A note on GDPR 

GDPR (General Data Protection Regulation) became 'live' on 

25th May 2018. As required by this legislation we are 

undertaking a full review of the data that is retained on our 

systems at EDPA and would like to confirm that we endeavour 

to manage our data securely and responsibly. 

We do not rent, trade or sell any member's data to sponsors, 

advertisers, training provider or other third party. We will not 

share your data and would only do so in strict “must adhere” 

circumstances (e.g. in court proceedings). 

The data that we have collected or retain is for member access 

and subscription purposes only. Any excess or surplus data is 

deleted as soon as possible. 

You are receiving this magazine because you have subscribed 

to do so. Each subscription is for one year / three issues of 

EDPA magazine. Subscription fees are non-refundable, but 

should you wish to stop receiving the magazine or to transfer 

your subscription to a colleague, you can get in touch with the 

Editor via the contact details on page 2 of any issue of EDPA. 

Moving forwards 

Please forward details of any Resources you’d like to share with readers. 

EDPA     The leading publication for PAs and Admins in Education 

The aims of EDPA are: 

• to inspire and motivate PAs and Admins working in 

education, 

• to offer relevant training information,  

• to look at challenges faced by education PAs and 

Admins, 

• to encourage PAs and Admins to share their 

experiences and learn from others,  

• to point subscribers in the right direction for useful 

resources for CPD, and 

• to highlight the importance of the role of PA and 

Admins so that the roles get the recognition they 

deserve as being truly professional.  

Best wishes to all   -   Angela Garry  

CPD Resources 


