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Welcome to EDPA’s 51st issue
Contents:

Angela Garry - Editor

H

ello to all our readers! Welcome
to this term’s issue of EDPA, the
leading publication for PAs, Secretaries
and Administrative staff working in
education.
This issue is primarily geared around
looking after YOU in your role – and as
always, contains pieces written by and
for the PA, secretarial and admin
community by school staff themselves
plus worldwide experts and trainers,
with the aim of bringing you articles to
motivate,
inspire,
lead,
teach,
demonstrate, encourage and support
you in your ever-increasingly busy roles
in schools.
We 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 for the magazine, 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 any
thoughts, articles and suggestions to
editor@picaaurum.com.
Onwards & upwards!
Best

wishes
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Definitive PA and Secretarial Handbook”, in the north-west of England.
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www.edpa-magazine.com
A 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 multischool 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 nonsubscribers. New content will be added

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

if you have any items you would like to
share, please let us know so that we can
add them.
A reminder of the 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.
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PA Profile: Figen Underdown
This issue we meet Figen
Underdown, Administration
Co-ordinator at the Istanbul
International Community
School (IICS) in Istanbul,
Turkey. Figen was recently
interviewed by Alexander
Portland, one of the students
at the school. He has shared
his profile report with EDPA:
Now, we all know who organises
learning for us students, our
teachers, of course.
But have you ever wondered who
organises
the
learning
and
development of the teachers that
provide our education?
I certainly hadn't, until it was
suggested to me that I should
interview Ms. Underdown, the
Administrative Coordinator at our
school.
Sitting down in the comfortable chair
in her cosy office, Ms. Underdown

4

welcomingly said "It's fine. Have a
seat, make yourself at home," after I
apologized for being a few minutes
late.
I noticed a rack of magazines on a
side wall, lots of papers stacked on
her desk, and a set of colourful
paintings hung on the wall. I
wondered at the significance these
different objects had in Ms.
Underdown's daily work life.
"Now, I know that you are the
Administrative Coordinator, but what
exactly do you do?" I asked after
doing a little prior research. I had
never heard of an Administrative
Coordinator and I was curious about
what the job entailed.
"I help Ms. Thompson and the rest of
the leadership team with [their] dayto-day tasks. I also coordinate
teacher development, which means
[that] I register them for the different
courses, organize their hotels and
arrange their flights/transportation. I
also ensure that all the handbooks
and policies are in place, that sort of
thing. My favourite part of my job is

solving problems and helping people, I
am impatient when it comes to
solving them."
As Ms. Thompson had said in an
earlier interview, "She helps us every
day. There are loads of things Ms.
Underdown does that it seems
nobody else can do. She is great at
using her initiative and sorting out
problems."
"Have you ever heard of the Friday
Flash, our weekly newsletter?" Ms.
Underdown asked. "I'm also in charge
of preparing and publishing that…"
"So, how did
Administrative
wondered.

you become
Coordinator?"

an
I

"Well, when I was in high school… or
maybe middle school… I wanted to be
a doctor because there were lots of
doctors in my family, so I just wanted
to be a doctor. And after that, I
wanted to be a traveling guide, and I
went to school and studied Arabic
Language and Literature. However, I
soon stopped, and found myself
working at the airport."
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Picture: an outside
learning area at IICS

"The one in Istanbul?" I questioned.
"Yes, the Istanbul Ataturk Airport
as a passenger service supervisor
for a few years, and then I worked
in the customer services until I
came to IICS in 1999."
"Why did you stop learning Arabic
Language and Literature?" I
enquired.
"It was very difficult and, to be
honest, I didn't really like it," she
replied. "It is really the perfect job,
to work with and help teachers and
students. Every day I am happy
here and when it is Friday, I think
'Oh no, it's a weekend; I'm going to miss the place'."
"So, what do you like to do outside of school?" I prompted.
"I enjoy listening to music, playing with my cat and cycling.
I can't cycle very often now; I'm very busy, but I love doing
it when I can. I also love helping children and when my cat
comes to me and just sits on my chest and purrs, it is the
happiest time for me."
"What would you be doing professionally if you weren't
working at IICS?"
"Probably, I would be taking care of animals; I love
animals, especially cats. So I would probably be providing
them with food, water, and shelter."

"I think that being a community and working together is the
biggest strength of our school and it has really helped us to
grow."
I said: "So, I was part of the Student Design Team and I was
also part of the meetings with Mr. McIntosh. Can you explain
what the school is hoping to improve through these
programs?"
She answered: "The goal of working with Mr. McIntosh, as a
group, was to get more input from different groups around
the school such as the parents, students, and teachers.”
Picture: the school

"What is one thing about
your job that you don't
enjoy?"
"Well, the only thing I can
think of is when I send an
email and I don't get a
response. When someone
else sends me an email, I
always reply, even if I
don't have the answer so
that they know that I
received the email and
understand. And if they
don't reply to my email, I
don't know if they
received it or if they are
going to take care of it
and I feel like it is wasting
my time."
"What do you think the
biggest strength of IICS is
as somebody who works
here?" I questioned.
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Profile: Figen Underdown
The school logo

She continued: “All of the different
opinions and suggestions will make
us realize what ideas will be good for
the school. When we bring all of
these ideas together, we will make
and implement a plan of how we can
take IICS to the next level."

Note: at the time of writing, Ms
Jane Thompson was Head of
School. This role is now held by Mr
Nathan Walker.

"How will these changes and
improvements change (or not
change) the student life on
campus?" I asked.
"I think that the most major change
will be that the students' voices will
be heard more and they will be able
to help suggest what changes they
want throughout the school. It will
ultimately help the students to learn
better. We also will try to have more
interaction between the students and
the local staff. I am part of the local staff
support team, so I can help bridge the
language barrier to help the local staff
understand what is going on in the
school more."
Getting to know Ms. Underdown a little
bit more, I found more significance in
the seemingly unimportant objects
placed around her office.
I now saw that the shelf of magazines
most likely contained the weekly

The
IICS
website
states:
“We are the only Early Years
through Grade 12 international
school in Istanbul to be fully
authorized by the International
Baccalaureate Organization for all
3 IB programs and globally
accredited by ECIS and NEASC.

newsletter that Ms. Underdown
publishes, and the collection of
printed papers show how busy she is.
I also found the colourful paintings
almost poetic, symbolising the
friendliness and helpfulness of my
interviewee.

Founded in 1911, we are one of the
oldest international schools in the
world. We have 2 campuses, one in
Rumeli Hisari for ages 3-9 and a
purpose built campus in Hadimkoy
for ages 3 to 18.“

I thought about how I would try to
get to know Ms. Underdown better
after this interview, and try to stop by
her office sometimes. We ended our
interview after going through all of
the topics we had planned and she
kindly invited me to come back "just
to say 'Hi'".

If you would be like to be featured in
a profile in EDPA, please get in touch!
We can interview you—or you could
ask a student to do it, as with this
article.

Picture: the mural windows at IICS
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Stop teaching us about ‘The Other Girl’!
Emma Lynas wrote this piece
during her A-level studies, on
behalf of herself and her
friends, and all young
women — but also for the
young men out there.

threatened by men?”

Fear is something which governs our
daily lives, subconsciously dictating
everything around it. While some of us
share common fears, others differ
completely from person to person.

This is our society.

Margaret Atwood once asked a male
friend, “Why do men feel threatened
by women?”
He responded with “They are afraid

“They are afraid of being killed”, they
said.
Sexual assault, being attacked, raped
or killed, or all the other things that
go through a woman's mind when
she's walking down the street alone
at night.
This is not ok.

women will laugh at them, undercut
their view”.
She then asked a group of female
students, “Why do women feel

Women are raised to be careful, to
Never Walk Alone after dark, not to
wear a short skirt, to carry out keys as
a weapon.
We are taught to look out for
ourselves, to always be careful.
We are sick of being careful.
But sometimes it doesn't matter what
we do. We can seem to do everything
right and still end up a victim.
Yet somehow the blame can always
be brought back to that victim.
She drank too much.
Her top was too low-cut.
She was leading him on.
She was asking for it.
Five words used on too many
occasions. No woman is ever asking
to be attacked.
When girls are told to change their
behaviour to prevent rape, they are
being told, make sure he rapes the
other girl.
There will always be a girl who is less
sober, less secure with less friends
walking in a darker part of town.
There will always be someone in
danger.
So why aren't men taught not to
rape, attack and endanger women?
Because it has been drilled into us as
a society that it's easier for women to
make small changes to their
behaviour and the way they act than
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Stop teaching us about “the other girl”!
it is to teach men to restrain
themselves. It's instinctive to defend
men, to say they can't help it, that it
isn't their fault.

That we are used and abused too
often.
But we've been told there are things
we can do to stop this.

occurrence in some women's lives
makes it all the more important that
we do something about it.
Today.

To make sure he rapes the other girl.
So whose fault is it? The victims’?
Ironic, isn't it?
As a 17-year-old girl I know what it's
like to be stared at and objectified. I
know what it's like to be catcalled, to
be made self-conscious, insecure and
demoralised.
84% of women have experienced
catcalling by the age of 17 and 13% by
the age of 10.
But I've been told the same things that
every other teenage girl is told by her
parents.
Make sure you don't walk home by
yourself.

I know that no one is perfect, but I
believe that as a species we are
better than this.
We need to start openly addressing
these issues instead of talking about
them in hushed tones, sweeping
them under the rug or even laughing
at them.
Sexual harassment is something the
majority of women will go through,
which just makes it all the more
important.

Keep your phone close at all times.

Around 1 in 10 (120 million) girls
worldwide have experienced sexual
violence at some point in their lives.

Boys are only after one thing.

The fact that it can become a daily

Emma Lynas is a first year
Undergraduate studying a
degree in Creative Writing, at
Exeter College in Devon.
EDPA writes: What is your
school’s approach to safety,
and what message is it
teaching about rape, abuse and
personal safety? Does it come
from the viewpoint of “girls,
you must protect yourself, let it
be the other girl” or “boys, you
must not rape or assault ANY
girl”?

The EDPA Cartoon
Here’s the latest in our series on the life and times of a
school PA, by talented teacher and illustrator Andy Case.
Our School PA is feeling a bit reflective about things...

8
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Tips on managing multiple managers
Many of our readers are no
longer the Personal Assistant
to just one person—they are
now expected to provide a
similar level of support to
multiple managers.

his five direct reports plus any extra
managers who happened to join the
department; and on top of this I also
managed our VIP client visits to our
offices—so I know a bit about what it
is like to support multiple managers,
even though I only support one
person in my current role.

We asked the members of our EDPA
Reader Panel for their views,
experience and tips on managing
support for a team.

• I always encourage my various
managers to use my uniform
procedures. This helps to keep things
far simpler than when everyone uses
similar procedures.

Here are their thoughts on how to
provide great level support to a
number of managers and still manage
to keep things straight.
• Some people think this is a new
thing, for PAs and admin assistants
to support more than one
manager, but it’s been happening
for more than a decade, at least, in
my experience. It even continues
as managers become more
technically proficient and manage
more of their own work.
• When I was an assistant in the
1980s, I worked in an organisation
where I supported a Director and

• I used to get asked by one manager
all the time to do personal tasks for
them—now that I work for a team I
have learnt to say “no” to personal
tasks, as there simply isn’t time.
• Treat everyone fairly and with
respect, despite any personal
preferences. You might not like
everyone you support, but you need
to treat them all equally.
• Understand each person has their
own unique work style. While you
can encourage uniform procedures,
you should also pay attention to the
work style that best suits each one.

• Establish a priority list for all your
supports to see; update it often;
distribute it weekly. This allows all
to be aware of what — and how
many — projects you are working
on, and to understand why their
work isn’t turned around in one day.
• Communicate regularly with all your
managers. Be sure to inform them
of any delays.
• Except for time-critical projects, do
the most senior person’s work first.
• If your managers are on the same
level, complete each task by order
of the earliest due date.
• The key to everything is to plan
ahead. Find out what projects are
coming your way.
• Ask your managers to give you
project materials as sections are
ready. This will help avoid any lastminute rush.
Are you a pro at supporting multiple
managers? Do you have any great tips
to share? And if you’d like to join the
EDPA Reader Panel, please get in
touch!
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The Elephant in the (Staff ) Room
Nick Haisman-Smith, Director
of The Institute for Social and
Emotional Learning, on the
importance of staff wellbeing in schools:
It is impossible to support the social
and emotional health of young
people, if the staff in schools do not
attend to their own emotional health.
Anyone who has worked in schools or
who knows a teacher, head teacher or
school administrator will be aware
that they are often stressed, tired,
and running on empty until the next
school holiday arrives. Reports
suggest
that
high
workloads,
increased
monitoring
and
accountability,
challenging
pupil
behaviour or emotional difficulties,
ongoing policy changes and toxic
school cultures are among the many
factors that contribute to poor staff
wellbeing.
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It is increasingly pressing that staff
wellbeing should be viewed as a
serious concern. Worrying figures
show staff are reporting poor physical
and mental health as a result of their
work, and of course this all has an
impact on absence rates, motivation,
and staff retention, both for individual
schools and for the whole profession.
Wellbeing is not only a profound issue
for our staff - it also has a major impact
on pupil outcomes. Research has
shown that teacher wellbeing not only
significantly impacts pupils' SATS
results, but also has an effect on
pupils' own social and emotional
wellbeing, creating a negative learning
environment and damaging the quality
of relationships between teacher and
pupil. Head teachers and leadership
members who are off sick can have a
profound impact on the school, leaving
teaching staff feeling they are without
a leader – and the absence of
administrative staff can see a school
founder when vital documentation

(such as exam entries, data and
admissions) goes awry.
But how can we improve staff
wellbeing? Many solutions arguably lie
within the wider education system, by
creating
fair
and
appropriate
expectations around workloads, and
reducing the pressures faced by
schools from accountability processes.
There are several strategies that
schools or staff can employ themselves
to improve their wellbeing:
• Firstly, schools need to talk about
staff wellbeing. Recognising that
high stress and poor mental health
are common, not exceptional,
experiences in the profession is an
essential step in making a
difference. Figures suggest that up
to 1 in 10 teachers have been
prescribed anti-depressants due to
school pressures, 1 in 3 teachers
have taken time off because of
stress – and surveys amongst
administrative staff show that
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The Elephant in the (Staff ) Room
around 85% are working the
equivalent of at least one extra
day per week for no extra pay and
no possibility of taking Time Off In
Lieu due to being too busy.
• School leaders need to provide
appropriate channels where staff
can speak honestly about their
wellbeing, and put strategies and
support in place to either preempt or respond to concerns.
Often, investing time and money
supporting staff wellbeing will
more than cover the costs
associated with stress-related
absence. I know of one school
where the Deputy Head sets time
aside each week so that teachers
can request cover if they feel
overwhelmed. This not only
enabled them to monitor how
things are with their staff, but also
creates a supportive culture
where teachers feel safe to
express that things are difficult.
Another school I know of hires
supply teachers at particularly
stressful times of the school year,
such as when reports are due, to
give teachers extra time to
complete paperwork.
• Staff need to acknowledge the
impact of their wellbeing on
pupils and prioritise setting time
aside for themselves, without
feeling guilty. When you are on an
aeroplane,
flight
attendants

instruct travellers to put on their
own oxygen mask before helping
others in an emergency, and this
analogy is applicable to staff
wellbeing. Leaving a few books
unmarked to get an extra half an
hour of sleep, doing some
exercise or practising mindfulness
in the school office at times of
stress, taking a few minutes out to
breathe, step back and look at the
bigger picture – all of these can
have a far greater impact on pupil
outcomes than spending the
entire evening marking or
planning to the point of
exhaustion. This is easy to type,
and harder to achieve, I
understand. As a profession, I
believe, we need to choose to find
a different way ahead.
• Schools and staff must find time
amongst the stress and business
of school life to support each
other, because it really does make
a difference. In my former
teaching days, after a particularly
difficult afternoon, I remember
the deputy head making me a
mug of tea, and sitting and
listening while I offloaded. This
gesture had an enormous impact
on my wellbeing, as I felt valued
and supported, and had a healthy
outlet for my emotions. School
administrative staff often find
themselves in this role of
supporter, listening to the

teaching staff’s issues—but it is
usually forgotten that they need
support themselves. Research has
shown that when staff perceive a
school to foster high levels of
compassion, stress levels reduce
and job satisfaction goes up, while
their overall commitment to
school life can also increase. A
whole-school
approach
to
emotional health aims to create a
positive school culture, with
supportive, empathic relationships
between staff, as well as with
pupils and parents.
It is crucial for schools, headteachers,
leadership, teachers, administrative
staff and all supporting staff to take
action now to support staff wellbeing,
and the strategies here give examples
of how this can be done. By making
these changes to foster good
emotional health in our schools, a
positive impact can be made on
pupils' academic, social and emotional
learning, and the teaching profession
at large.
Adapted from a blog-post by Nick
Haisman-Smith. Nick is an educator
and researcher committed to
improving the social and emotional
health of adults and young people.
He is a Doctoral Researcher at the
University of Bristol, on the board of
the Fair Education Alliance, and a
Director of The Institute for Social
and Emotional Learning.
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Supporting new staff in your school
EDPA’s resident tech guru and all-rounder
Tandy Hanff writes on the importance of
providing a coaching or buddy system for
new staff in our schools and colleges.
For millions across the globe, September marks the
start of a new adventure: starting school, moving
up to secondary school, moving into a new school
year, or leaving home to go to University. Working
in education, we all know that this is a time of great
anticipation and excitement – but we also know
that for many of our students this is a time of
significant change that can cause feelings of
uncertainty and anxiety if not managed well.
We spend a lot of time in our schools and colleges
making sure there is a lot of advice and guidance
available to children and young adults making these
big transitions. It’s now quite common for schools
to arrange multiple induction days, to assign
buddies and mentors, to organise social and team
events, and to provide bespoke pastoral care for
new students.
Yet, for people starting new jobs, at whatever age
or status in life, there is rather more of a sink or
swim attitude. We don’t have programmes set up

12

for new starters, and in the vast majority of cases, the
person appointed to an established role is starting it after
their predecessor has already left.
All too frequently, employers recruit people expecting them
to ‘save the day’ – expecting them to enter the organisation
fully formed with the skills to do the job – and to
immediately be as good at it, or even better, than their
predecessors. But when employers place too much
emphasis on what a person has already achieved rather
than what they have the potential to achieve, they risk
leaving to chance that person’s ability to make a successful
transition into a new role.
The last thing anyone wants hear from a new employee on
their first day is “Nobody knew I was starting today.” At the
end of their first day and in subsequent weeks, you want
new employees to confirm internally that they made the
right decision to accept the position.
This is where YOU come in, as an administrator within your
school or college. If you’ve been in your role for a few
months or more, you will have by now picked up the ins and
outs of a lot of the different aspects of your workplace, and
if you have been in role for a few years you are now an
expert in everything that goes on. You are in a superb
position to assist new starters – whether they are new
teachers, classroom assistants, administrative staff or
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school leadership.
New
staff
can
often
feel
unsupported,
bewildered
or
overwhelmed which may lead them
to quickly decide that they made the
wrong career decision; meanwhile
the employer may feel let down and
disappointed that they didn’t get
the results that they had hoped for.
Needless to say, this won’t end well.
So, how can you help the new staff
at school?
Induction,
orientation
and
onboarding has got to be about
more than having a shiny new pencil
case and a full timetable. The
psychological,
emotional
and
personal development of a new
employee must also be considered.
That means employers must start
thinking about their new recruits as
work in progress - an investment in
the future - rather than the finished
article. This subtle change of
mindset has the potential to
transform the way people enter
organisations, particularly at a more
senior level, when expectations are
high and the cost of failure is
substantial.
One way of providing the right type
of support to a new staff member is
to match them with a Mentor,
Coach or Buddy (whatever your
school chooses to call it) to help
them through their first 90 days.
This is somewhere you can make a
really positive impact on how your
school
manages
induction,
orientation and onboarding during

the initial months of a new
employee’s experience – put
yourself forward to assist in this
process.
During this critical period, when
the new staff member feels the full
weight of expectation, they can
meet with you as their Coach /
Buddy to discuss any problems or
opportunities that they are
experiencing.
You can help them to manage any
frustrations and any feelings of
‘overwhelm’ that come hand in
hand with change, and to address
any characteristics that might be
making it harder for them to
integrate.
With you on their side, you can
stretch, push, challenge, cajole and
motivate them to achieve their
goals in a safe and trusting
environment. You can also teach

some of your skills to them – how
to use particular items of software
which the school use for tracking
admissions, for example, or for data
collection and reporting.
As a school Personal Assistant /
Secretary / Administrator, you will
be able to give newcomers a clearer
understanding of the school’s
culture, values and processes so
that they can integrate quickly and
effectively, allowing them to then
get on with their roles without
being stuck in not knowing who,
what, where or how to get
assistance.
Think of how your school offers
help for new pupils, and use this to
inform your own work as a
Mentor / Coach / Buddy. For
example, a buddy system in a
school is where a child gets paired
with another child, usually one that
is older and of higher abilities. This
buddy system helps to promote
friendship, better support of
coursework, behavioural and social
needs, and can foster a greater
sense of belonging and a more
inclusive school community.
Offering mentoring / coaching or
buddying to new staff can help
them to reach their full potential
much more quickly than if they
were left to their own devices, so
that they don’t feel like a new kid at
school for very long.
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Communicating in E-Colours
If you were asked how good
your communication skills
are – on a scale of 1-5 (1
being very bad and 5 being
excellent) – what rating
would you give yourself?
In my training work I often ask this
question. Most people tend to think
they are a 4 or a 5. I then go into an
exercise to test that rating.
To start, I ask delegates to take a
piece of paper and stand in a circle.
Guess what I get?
Some come up with a whole note
pad, some come up with a note pad
plus a pen and some come up with a
piece of paper. The delegates who
came up with a piece of paper are
generally the ones who rated
themselves a ‘3’, which is the norm.
As we go further with the exercise, I
ask everyone to close their eyes and
follow my verbal instructions on what
to do with their piece of paper. I give
a range of instructions: fold the paper
in half, tear off a particular corner,
two creases here, one crease there,
etc. At the end of the exercise, I ask

14

the group to open their eyes – and to
reveal to each other what their
papers look like. Invariably, they all
look pretty different. We find that
some have very different ideas about
measuring ‘half’ of their page, whilst
others - when asked to tear off parts
of the paper - felt the need to just
fold or roll their paper in some way.
Thus, what appeared to have been a
relatively simple “listen to my
instructions and do what I say” task
has ended with many varying results.
The reason I am sharing this with you
is that the biggest part of
communication is to listen. All of us
should be doing more listening than
talking.
In the example I’ve given, we had
delegates who heard my instruction,
and I got varied responses. Why is
that? Why, when given a simple and
clear instruction as “Please take a
piece of paper from your notepad
and come and stand in front and form
a circle”, do some people do different
things?
We all think, understand, interpret
and listen differently. We are all
unique human beings. We are not all

the same.
Introducing E-Colours
There is a new element that I bring in
to my communication training, and
that is E-Colours. Determining your EColours is a process that helps us
identify different personality styles
and this in turn helps us understand
ourselves and people around us
better. Once you can understand why
you do things in a certain way and it is
different to others, you become more
aware that we all think differently,
understand differently, act differently
and that we all have different
communication styles and have
different ways we behave. This is so
important to know especially within
the work environment and once
people embrace it and use it they
then take it home to share with their
family and friends because it is
applicable to anyone, anywhere at
any time.
You can probably think about the
different people you interact with in
the workplace – some irritate you,
some frustrate you, some you get
along with just fine and some you
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have a good understanding of. I
mean, there are people you give an
instruction to, yet they come back
with something completely different.
You explain a task to someone, they
say they understand, but again not
done the way you intended it to be
done. Why is that?

ourselves more clearly. And when we
understand ourselves we can then
begin to understand others and why
they operate in different strengths
and have different limiters. We can
appreciate and accept others with
their differences.

The Concepts of E-Colours

Doers and Thinkers are task
oriented. They can quite happily get
on with the job on their own.

With E-Colours we work with four
basic concepts – we use 4 colours to
help identify the 4 areas of the brain.

Socialisers and Relaters are people
oriented. They love interacting with
people.

At the end of this article there is a link
to a Personality Diversity Indicator
(PDI) questionnaire which you can
complete online. By answering a
group of questions, your ‘scoring’ will
then indicate your dominant EColours out of a possible 12 colour
combinations.

You will notice the Doers and
Socialisers are action oriented and
work at a faster pace. They come up
with ideas and just want to get on
with it.

Most people will have two dominant
E-colours. No E-Colour combination is
better than the other - and there is
no bad E-Colour combination either.
E-Colours give us an easy and simple
framework which allows people to
understand themselves and those
around them better.

However
your
Thinkers
and
Supporters are more information
oriented and take longer to come to
any decision. They need time to think
about it and need a lot more
questions answered to satisfy their
curiosity and understanding.
We all fit into these groups and as I
mentioned above, two will be more
dominant.

What makes you, you. And your
character is what allows you to
respond (not react).
These both play a part in how we
react or respond to people around us.
If we are having a bad day at the
office and someone says or does
something we do not like, we tend to
lash out or react in the moment.
People see that and judge you
accordingly, however, had they known
what is really bothering you or had
they said or done something in a
different way, you probably would not
have lashed out. People knew if I was
not having a good day that they just
gave me an hour or two, I would have
calmed down, thought about what
was bothering me and responded
appropriately. I understood that my
problems were not theirs so why get
upset when they don’t understand.
And that is what we need to do more
often and not expect others to just
understand – when they don’t.
Let’s look at it this way – your
personality is the cards you are dealt
with. You are born with a personality
which develops over the years. That is
who you are. Your character is how
you decide to play those cards. You
now think about your reactions before
you respond.
This will affect the way you start to
communicate with people going
forward – with more understanding
and just being more aware of people
and their behaviours.
What to do:

• Red is the director / doer type
personality
• Yellow is the engager / socialiser
• Blue is the supporter / relater
• Green is the analyst / thinker
The essence of this is that when we
begin to know our strengths and our
potential limiters (not weaknesses, as
we are just limiting what is possible
or preventing us from moving
forward or operating within our
strength) we can understand

Personality vs Character
We all have our own personality and
our own characters. Some people
think they are one and the same
thing – not so. Picture an iceberg –
your personality is just the top part.
That is what people see or what you
allow people to see. Your personality
dictates your reactions.
Your character on the other hand is
the larger portion hidden below the
surface. This is the part not many
people get to see and includes your
values, beliefs, ethics, morals, etc.

If you are curious about yourself and
want to see where you fit within the
12 E-colour combinations, why don’t
you take the test? It is only 35
questions and will take you about 15
minutes. It is actually amazing to see
how close and accurate it can be. You
can
do
this
by
going
to

www.equilibria.com/PDI-home
You are welcome to let Michele know
your results and whether it does
make a difference to the way you
approach and do things going
forward.
You can get in touch with Michele via
michele@empowered4success.co.za good luck!
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Do you have ‘slopey
shoulders’ ?
Alison Smith, The Purchasing Coach,
advocates ‘shouldering up’ to our
responsibilities:
Practicing accountability is one of 13
behaviours identified in Stephen
Covey's book, The Speed of Trust, that
is needed to develop and maintain
relationship trust. Accountability is
about
taking
responsibility
or
ownership for an issue.
The jigsaw piece at right was one of 96
pieces issued with our team's
objectives engraved on them, and
handed out to each team member.
One of the aims of doing this was to
foster accountability and taking
responsibility within the team. What
we get when people avoid taking
accountability or responsibility is
"slopey shoulder syndrome", letting
the responsibility slide off our
shoulders! Sadly, we often display
slopey shoulders when faced with
bullying, dishonesty and other
unacceptable business behaviours.
Today I'd like to address slopey
shouldered behaviour when it's simply
"not my job, guv." After all I suspect
many of the horror stories of errors in
the
workplace
arise
from
slopey shouldered syndrome.
A friend and I were discussing our
tendency to see the bigger picture,
and to do what needs to be done to
solve a problem, despite the excuses
which appear. We came up with a
number of excuses given:
• "It's not my job" - unless you can
tell me whose it is and they know
about the problem then it will
simply continue to be a problem!
• "It's not in my objectives" - I've
never yet worked anywhere where
everything needing to be done in
the year is known when the
objectives are set. That said, a
culture where many managers
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hide behind this excuse, when giving
poor performance at appraisal time
etc, can foster such behaviours.
• "It's the responsibility of someone
more senior" - do they know about
the issue in order to deal with it?
• "It's the responsibility of someone
more junior" - do they know about
the issue in order to deal with it?
• "It's not my responsibility to tell
anyone there's a problem" - so
whose is it?
• "No one showed me what to do" have you raised this with anyone or
have you asked for assistance?
• "It's been like this for months/years"
- have you raised this with anyone
and isn’t it time you did something?
• "If we do a good job now they'll take
advantage in the future" - really?
• "If we do good job now they'll
expect the same in the future" - and
why not?
Are there any others you can think of
that fit this list?
Of course we never believe ourselves to
be slopey shouldered - I'm certainly
writing this feeling I'm somehow
exempt, and I wonder if you're feeling
the same?
The likelihood is that there will be
things that we all get slopey shouldered
about especially when managing others
or working in a team. Self-awareness is
about understanding if we are
developing
such
a
tendency,
then
deciding
whether
that's
acceptable, or unpicking the reasons for

doing it in this situation. This will ensure
we don't become Mr or Miss Slopey
Shoulder forever and instead we take
responsibility for sorting out problems.
I think this is such a key component to
developing trust. If someone goes out of
their way to get something done,
irrespective of whose job it is, then they
can be trusted to work at a similar level on
something else that’s important. You're
hardly likely to want to trust someone with
a major task if evidence points to them
dropping it at the first sign of trouble, or
pointing their finger at others saying "it
was their fault not mine", just like we did
as children.
Alison Smith is a global business and
procurement speaker, coach, consultant,
facilitator, and trainer. One of the tools in
her coaching toolkit is Landscaping Your
Life which uses nature’s landscapes as our
coach. Alison says “Nature’s landscapes
are certainly never slopey shouldered and
can be relied upon to do what is needed
of them”. Her book ‘Can’t see the wood
for the trees’
uses
the
landscapes
hidden in well
know sayings
to coach us
back on track
which means
when we can’t
see the wood
for the trees
the wood has
the answer, and when we’re up the creek
without a paddle the creek is where we
go for insight. Her blog can be found at
thepurchasingcoach.blogspot.com
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Bravery is… delegating
tasks to someone else
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.
As a PA working in education,
almost without doubt you will
be given far too many tasks to
carry out and, short of
successfully cloning yourself,
you will at some point need to
delegate some of your work to a
colleague.
This should be looked on as a
great opportunity for them – it
enables them to develop within
their role by increasing their
current skills and knowledge and
take on new levels of
responsibility and accountability.
Delegating can be really
challenging for you too though.
If you are used to getting things
done quickly to deadline, under
pressure and to a consistently
high standard, it can be quite
scary to let go and hand over a
task over to a colleague,
knowing that you don’t have full
control over what happens to
that piece of work.

If your co-worker doesn’t
have the same level of
skills this can make it even
scarier,
so
it
can
sometimes be tempting to
carry out the task yourself,
particularly if you believe
that you could complete it
in a much shorter length of
time than it would take you to
train your colleague to do it.

improve their skills? Look at
the tasks that need to be
delegated to others, and do
your best to identify that right
person to carry them out.
For example, if Teri is great
with PowerPoint and Philippa
is skilled in using tables in
Word, ask yourself whether
you wish to allocate tasks to
them based on their existing
skills for the sake of speed
and efficiency, or whether you
want to assign them with
tasks that will challenge them
and encourage them to
broaden their skills.
In some cases it may be more
appropriate to simply hand
the presentation work to Teri
and the tables to Philippa; in
other cases it might be really
beneficial to do the opposite,
to encourage Teri to improve
her work in Word and Philippa
to start using PowerPoint to a
higher level.

However, letting go is what it’s
all about: training a colleague to
carry out a task, then showing
them you have faith in them,
that you honour their abilities
and that you trust them. The
additional bonus should be that,
once they have been trained to
take on the task and complete it
to a certain level of proficiency,
then you will be freed up to
work on other projects yourself.
Time to call on your Bravery SAS
– you need diplomacy when
delegating, as well as great
decision-making and negotiating
skills.
So, how can you delegate tasks
effectively to allay fears on all
sides?
•

Priorities and best fit. Before
you delegate a task to a
colleague,
think
about
getting the right fit. Decide
on the priority: is it to get
the work done quickly, or to
help your co-worker to

•

Expectations and details.
Outline the scope of the tasks
and make your expectations
clear. If possible, provide a
written explanation of what
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Bravery is… delegating tasks to someone else
the task entails, and set
reasonable deadlines in
order to keep things on
track.
•

•
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Did you get that? Make sure
your colleagues know that
they can come to you with
questions if they need to.
You may think you have
given them a clear outline of
what is required, but once
you have left them to get on
with it they might have
further questions.
If the task or project is
complex, or needs them to
learn new skills, check in
early on to see how they are
getting on and to ensure
they are on-task. Is there
anything preventing them
from completing the task?
Training
needs.
When
delegating a task, make sure
that your colleague knows
how to actually carry out the
work, and give them training
if required. Yes, it may take

you half an hour to talk them
through
something
that
would only take you 20
minutes to do, but if you train
them properly they can
perform the task from now
on, saving you that 20
minutes every time.
•

•

Encourage responsibility and
decision-making. If at all
possible, let your co-worker
make the decision on how
they will carry out the task –
give them the responsibility
for doing the work and let
them choose their method of
working.
This may not apply for certain
tasks which require following
a rigidly prescribed method,
but for less regimented tasks
let them choose.
Evaluate afterwards. How did
they do? Evaluate the
resulting work – the quality of
the work done, the time it
took and the finished product.
If you and your colleague are

both happy with these, then
you don’t need to review
their methods of working.
If, however, there were
problems in any of these
areas, then discuss how they
carried out the work to see if
you can offer any pointers for
improvement.
•

Acknowledgement
and
thanks.
An
absolutely
essential part of successfully
delegating any piece of work
is to ensure that you give
credit and praise to the
person who has carried out
the work.
If your manager isn’t already
aware that you delegated the
task, ensure that due credit is
given to the right person at
the right time and in an
appropriate way.
This will go a long way
towards encouraging your
colleagues to be receptive to
other tasks being delegated
to them in the future.
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Lessons in Austerity
The following is reproduced
from the 2018 UNISON survey of
school support staff in UK
schools, announced at https://
www.unison.org.uk/news/press
-release/2018/09/school-staffbuckling-intolerable-workloadsmounting-stress
The devastating cuts to support staff in
UK schools are happening largely under
the radar, with relatively little publicity.
But the impact on those who remain –
the support staff themselves, the
teaching workforce and the pupils – is
severe.
Earlier this year, the public service
union UNISON spoke in depth to a
number of school support staff ranging
from administrators and teaching
assistants to those working in facilities.
Stories emerged of the huge pressures
they faced, which should ring alarm
bells for everyone involved in the
welfare of both children and staff in
education.
A subsequent survey of 12,120 school
support staff across the UK in May this
year revealed the extent of the

problems as outlined.

noticeable.

FINDINGS

Restructures

The largest group of respondents were
teaching assistants, technicians/IT
support
workers
and
office/
administrative staff. A significant
number of responses (over 1,000 each)
also came from people working as
receptionists, cover supervisors, site/
facilities staff and in catering teams.

Staffing restructures have almost
become a way of life in many schools.
Overall, 76% of staff said their school
had been subjected to restructuring, or
it was planned for the near future.
Over a third (38%) said there had been
more than one staffing restructure in
the past five years, which suggests
these exercises are not working terribly
well.

Most of those who took part in the
survey were long-standing members of
staff, with 68% having worked in
education for over five years, and 46%
for more than ten years.
Funding issues
Despite government assertions about
increased money going to schools, the
vast majority of survey respondents
said their education establishments
were facing funding problems. Nearly
nine in ten (87%) said that either there
had been significant cuts to staff and
resources in their workplace, or that
managers had warned of more cuts to
come. Others said that even though no
‘official’ announcements had been
made, cutbacks in their schools were

Staffing restructures are a problem
because:
• They consume a large amount of
management time and money that
could be better spent elsewhere.
• They have more of an impact on
support staff than on teaching staff,
and lead to confusion over
responsibilities and duties.
• The breaks in continuity affect a
school’s ability to meet health and
safety requirements and adequately
support more vulnerable children.
• They can cause stress and anxiety
among employees, affecting staff
mental health and productivity.

EDPA / Issue 51 / Oct-Nov 2018 / www.edpa-magazine.com

19

Lessons in Austerity
• Staff remaining in post following a
restructure are left usually with the
same amount of work, but fewer
colleagues to do it – so work
overload is frequently the result.
Workload issues
• More than 70% of staff undertook
tasks that used to be performed by
a colleague on more pay, with 35%
saying that they did so without
sufficient training. Most were having
to take on work previously done by
someone who had been made
redundant.
• School employees said they are
feeling overwhelmed and anxious by
the increased demands, and
constantly pulled in different
directions. Two in five (42%) were
regularly taken away from their core
duties to cover ‘emergencies’, while
three in five (59%) always felt
rushed because of their heavy
workload.
• Staff have to work through their
breaks to supervise children and
perform first aid, often without
adequate
training.
Teaching
assistants are expected to teach,
provide cover and perform jobs that
higher level teaching assistants
should do – without being paid for
this. Nearly half the staff (46%) did
unpaid overtime on a regular basis.
• Funding was a reason behind the
workload issues. Hundreds of
comments
blamed
poor
management planning. A large
number said children with special
educational needs and disabilities
were not getting adequate support.
• The majority of staff are under great
stress, which is affecting their work
and their health. Over four-fifths
(83%) had experienced stress as a
result of their workload in the past
five years, with one in five (20%)
needing to take time off work.
CONCLUSION
Funding cuts, increased workloads and
low morale are becoming the norm for
school employees up and down the
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country. Support staff have borne the
brunt of the cuts to educational
budgets, with a high number of job
losses. The employees that remain in
post are often expected to take on the
work of those that have left. Reducing
support staff is also having a significant
knock-on effect on teachers and pupils.
The workload for teachers is
increasing, as they lose the staff that
support them; and children with
special
educational
needs and
disabilities, who rely heavily on
support staff, are losing out on vital
help.

is falling and senior managers are
not supportive.”
•

Claire is a higher level teaching
assistant who used to spend most
of her time working with small
groups of children who needed
extra help. Now, she is spending
the majority of her time helping
prepare for classes, although
formerly “this would have been
done by a teacher who left and
was not replaced”.

•

Sarah, a learning mentor at a
secondary school, has seen the
pastoral team halved. This means
the school is unable “to follow its
own behaviour policy, late
detentions are not staffed so many
pupils don’t turn up to them.”
She says a new staff member
appointed for safeguarding work
has not received relevant training.
The designated teacher for lookedafter children does not have time
to train staff about these issues so
“it’s the most vulnerable children
feeling the impact of cuts.”
A learning support administrative
assistant who has recently been
appointed is becoming the main
point of contact for special needs
students. Because of this, the
woman has been sent on an
advanced safeguarding course,
which Sarah says is “far beyond
her remit.”

•

Jake, a teaching assistant, said:
“Teaching
assistants
are
increasingly being asked to get
involved with recording data for
the progression of the children in
their groups, whereas before we’d
feed this back to the teacher. This
makes
you
feel
extremely
responsible for that child’s
education, rather than supporting
the pupil with guidance from the
teacher, as happened in the past.
If a teaching assistant wishes to
progress to be a higher level or
take a teaching degree, then the
extra responsibilities might be
acceptable. But overall a person
becomes a teaching assistant to
support
in
the
school
environment, not be a teacher on
the cheap.”

Excerpts from interviews with school
support staff* in early 2018
(*Names have been changed )
•

Emma was an administrative
assistant in a primary school who
was constantly expected to do the
work of a more senior colleague
who had been made redundant.
Her manager said that it was in her
job description, despite this not
being the case, and the extra work
was still expected of her.
She has now left education.

•

Steve says: “My job description
bears no comparison to what I do
now. I’ve gone from a handyman
to taking on many of the roles
previously the job of the bursar,
including managing 11 facilities
staff. I am paid the same wage
(less than £20,000) as before and
it’s a case of ‘do everything or
you’re sacked – it’s for the benefit
of the school’.”

•

Caroline, a higher level teaching
assistant, told UNISON she was
constantly moved from ‘pillar to
post’, and unable to work to the
best of her ability.

•

Kate, a teaching assistant in a
special school, said: “If a teacher is
absent then a teaching assistant is
asked to cover. If a lunchtime
supervisor is absent then a
teaching assistant is asked to
cover. Teaching assistants are
asked to put breakfast tables out
because the head does not want to
pay cleaning staff to do it. Morale
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Watch, listen, read - administrative tips!
Joan Burge writes: I hosted a
webinar for 5,000+ assistants
worldwide whereby I revealed
my secrets to success in the
profession.
I would like to share just a few of them
with you. If you would like to hear all of
them, you can watch the replay of the
webinar: https://youtu.be/DjeXgtfaSxg
1. I didn’t always play by the rules.
That doesn’t mean I did things that
were unethical or illegal. I liked
breaking the status quo (and I still
love doing that today.) Look at work
and situations in a different light.
Keep your eyes open for processes
that need to be changed or new
processes that need to be
implemented. Shake things up! One
way to stand out is to shake things
up in a good way.
2. Inserted myself into my executive’s
world. I didn’t wait for my
executives to invite me into their
world. When I was an assistant, I
would take home the trade journals
and periodicals my executive read so
I could understand his world and
understand the language. While I
didn’t read every page, I certainly
gained perspective. This is a strategy
anyone in any profession can use.

3. Set healthy boundaries. It is really
important to set healthy boundaries
in the workplace. If someone is doing
something or saying something that is
unacceptable to you, then you need
to speak up in a professional and
assertive manner.
4. Thirst for knowledge. For some
reason, I have always embraced a
growth mindset. Since I got out of
high school and went right into the
workforce, I was hungry to learn in
any way possible. I did not go to
college by choice and it did not stop
me from being successful in my work
because I am a sponge. I have
identified 3 levels of learning.
• Peer to peer (Basic, Foundational)
—these are the great tips you learn
from your peers; the people who
are in the same job family as you.
• Senior assistants (Advanced)—this
is when we learn from people who
are in our profession but a level or
two above us. When I was new in
the profession, I looked to the
senior assistants. I watched
everything they did and how they
acted (good and bad).
• Outside my profession (Master)—
this is where you really gain an
advantage over others. Step
outside your narrow world and
learn from subject matter experts.
With my thirst for knowledge, I was

willing to invest in myself.
Thousands of employees tell me
they can’t attend training because
their company won’t pay for it.
That is short-term thinking and it
makes me sad because it tells me
that an individual doesn’t think
enough of themselves to invest in
their own education. Investing in
yourself is the best investment you
will ever make. When you invest in
yourself, you will take what you
learn with you the rest of your life.
And no one can ever take it away
from you!
5. Always took my administrative
career seriously from early on and
saw it as a profession. This is
important for all assistants,
managers and co-workers to
remember
the
administrative
profession is a true profession!
These are the people who run the
lives of top executives. These are
the individuals who put up with all
the stuff every day, put themselves
second and third on the list,
manage
a
multitude
of
responsibilities,
make
their
executives look good, and are
confidantes. They should be treated
with courtesy and respect.
Joan Burge is an author and founder
of Office Dynamics International
www.officedynamics.com
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Ten ways to be
mindful at work
Why should you be more mindful at work?
Research concludes that mindfulness at work can:
• Help employees develop positive strategies for dealing
with highly stressful environments and work pressures
• Enable employees to deal better with complexity
• Enhance employee self-regulation of thoughts,
emotions and behaviours and make them more
resilient when facing challenges
• Improve task performance.
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Mindfulness Resources:
Have a look at the Books page in the subscribers section of the
new 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 from
Amazon, price £10.
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NLP in the
workplace
Sue France is an international
trainer and coach for Personal
Assistants and administrators,
and a Master Practitioner in
Neuro Linguistic Programming
(NLP).
Here, she explains how you
can use it in your workplace.
Neuro Linguistic Programming (NLP) is
extremely insightful and helpful in
helping to build relationships, give
presentations, communicate effectively,
motivate yourself and others, think
positively and create actions that make
a difference.
Here are just a few of the NLP ‘tools’
that you can learn from and use in your
everyday life at home and at work.
Your ‘world’ is different from mine!
• ‘The Map is not the Territory’ - NLP
teaches
that
you
process
information in your own little world
inside your own head. A different
person experiencing the same event
or meeting as you will have
interpreted and perceived things
differently from you. We all take
millions of pieces of information into
our brains at any one time from
what is going on in the environment
we are in, to what someone is saying
and how you interpret it and what is
going on in the background etc, we
filter these pieces of information as
we take them all in and we either
distort,
generalise
or
delete
information and we all do it
differently from each other. When
you understand that other people
have a different experience from
you (a different map of the world),
you should be flexible and try to
understand and empathise with
their point of view and your rapport
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will be greater. When you have
rapport, you can learn how to talk
to them, how to present ideas and
how to persuade and influence.
• Rapport - Match and mirror your
body language as well as your
verbal language with your boss and
those around you to help build
successful relationships. Is your
boss a visual person who may say
things like “I see what you mean”
or auditory who says things like “I
hear what you are saying” or
kinaesthetic who says things like “I
feel that this will work”. Subtly use
the same language and body
language and build rapport quickly
and easily.
• Flexibility—NLP states “if what
you’re doing isn’t working then do
it differently”.
Modify your
behaviour if things are not going
the way you want. You can spend
a lot less energy on changing
yourself than trying to change
someone else. The bonus is that
you will find that when you change
your behaviour – others start to
change theirs. “If you always do
what you always did, you’ll always
get what you always got!”
• “There is no failure, only
feedback” - Everyone makes
mistakes and sometimes have
setbacks in what they are trying to
achieve. People need to realise

that all they need to do is to take
the learning you have taken from
the feedback or setback and learn
from those mistakes to move
forward and help you to be even
better at whatever it is. Some
people perceive that they have
failed and become disheartened
when in fact it is just a learning
curve and these experiences will
help you develop.
• “The meaning of communication
is in the response you get” - We
all have to communicate and how
well we communicate is how
successful we are. It is imperative
that when we communicate we
take 100% responsibility for
getting
our
point
across.
Whatever you say to someone, it
will affect the response you
receive.
Misunderstanding in
communication happens a lot and
causes conflict and problems.
Therefore
we
have
to
communicate verbally and nonverbally in a way that produces
the results we are looking for and
look for congruence between nonverbal and verbal communication.
People will respond to what they
think you mean, which may be an
accurate
or
inaccurate
interpretation of your intended
meaning. Check to see if they
misunderstood not only what you
said but what you meant as well.
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• “People are much more than just
their behaviour” - Martin Luther
King once said “I’m talking about a
type of love that will cause you to
love the person who does the evil
deed while hating the deed that
the person does”. The point is that
behaving badly does not make
someone a bad person. Separating
the behaviour from the person is
really important.
People can
behave badly when they don’t
have the inner resources or ability
to behave differently in that
instance. It is possible they find
themselves in a situation that
prevents them from being the best
they can be. So if someone is
behaving badly “don't take it
personally!”

• “Modelling
successful
performance
leads
to
excellence” - Share knowledge
with each other and do not
reinvent the wheel.
If one
person can do something it is
possible to model it and teach it
to others. In this way everyone
can learn to get better results in
their own way, you do not
become a clone of the model –
you learn from them. Learn
from people you admire either
through job shadowing, taking
on a mentor or coach or
attending
seminars
and
workshops.

• “The Mind and body affect each
other” - Your mind and body
interact and mutually influence
each other. It is not possible to
make a change in one without the
other being affected. When we
think differently, our bodies
change. When we act differently
we change our thoughts and
feelings. Therefore if you want to
feel confident – find out what your
confidant stance is. For example,
for me I have my head up,
shoulders back, stand with strong
planted legs, breathing comes
from the abdomen and my arms
feel strong, tingly and are slightly
away from my body. When I take
on the stance which is confidence

• Enabling and Limiting Beliefs—
Our beliefs can be positive and
enabling or negative and limiting.
For success your beliefs should
be enabling and saying to
yourself “I can do that”; “I’m
good at”; “let me have a go” and
“being different is good” etc.
Our
beliefs
are
formed
unconsciously and have been
formed throughout our lives and
some have come from our
experiences, from our parents,
and our teachers etc. As soon as
you identify the negative beliefs
that are limiting, you can change
them. For example if you want
to go to networking meetings
but you are afraid to walk in to a

for me, my mind will believe my
body and I will feel confident!
Try it for yourself!

meeting room full of strangers on
your own, it is probably because
your parents told you “Don’t talk
to strangers!” when you were a
child. This thought then creeps
unconsciously into your mind
when you think about attending a
meeting full of strangers. My tip
to you is to tell yourself that now
you are grown up and no longer a
child it is okay to talk to strangers,
in fact it is good to talk to
strangers, to network, share
knowledge and enjoy yourselves.
• Outcomes—Focus on the positive
steps needed to achieve your
goals and objectives. What is
important to you, what will you
and others gain when you achieve
it? They should be stated
positively, be clearly defined, and
make sure you have the resources
you need. Use ‘SMARTER’ goal
setting – Specific, Measurable,
Aligned with organisational goals,
Realistic and achievable, Timed,
Evaluate goals and Revise them
when appropriate. Think about
what will happen when you
achieve your goal?
• “Individuals
have
all
the
resources they need to achieve
their desired outcome” - This
means that we all have the
capability and potential to grow
and develop. It may be that we
have to go externally to get help
in developing ourselves but we
are capable of seeking out
resources to achieve our goals.
Sue France is available for
training for workshops and
conferences for assistants and
office administrators worldwide.
Reader offer: 20% discount on
the award winning “The
Definitive Executive Assistant &
Managerial Handbook” and “The
Definitive Personal Assistant and
Secretarial Handbook.”
All you need to do is put the word
FAVOUR in the code box at
www.suefrance.com
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Overcoming the overwhelm
Jill Hughes asks if anyone has
had a day like this—whether
at home, work or elsewhere.
"I am shocking at this sort of thing"
thought Audrey, looking out into the
garden. She sighed and flung down her
needle and thread in frustration,
deciding instead to have a cup of tea
and come back to her task after a
breather.
She stood up and stretched, noticing
too late that she’d managed to sew her
skirt to the sleeve of the shirt she was
stitching, and groaned as she realised
her standing up had managed to pull
her sewing box to the floor, sending it’s
contents flying. It reminded her of
trying to recreate that magic trick as a
child; the one where a tablecloth is
whisked out from under a full dinner
set, leaving it intact, but in reality it all
just comes crashing down!
She briefly contemplated tidying it all
up, but instead opted to step out of her
skirt and walk out of the room, closing
the door firmly behind her!
The sewing on of badges onto her son’s
Scout shirt could wait until she’d had
her cuppa, and she had plenty of other
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things to be getting on with.
As she waited for the kettle to boil,
Audrey frowned at the ominous
looking grey clouds that were blowing
over, and decided that it wasn’t a
good idea to hang out her washing, or
mow the lawn for that matter; two
more jobs that could easily wait a
while. She glanced around the
kitchen at the pile of washing up in
the sink, the remnants of breakfast
on the table, the three baskets of
dirty/wet/clean laundry that needed
sorting and the discarded shopping
bags that needed putting away, and
decided what she needed was a list
so as she could work out what to
prioritise.
The kettle boiled and she made her
tea, slopping milk onto the floor and
mentally adding that to her to-do list.
She absentmindedly registered that
she still wasn’t wearing a skirt, but
decided that could wait until she next
went upstairs, after all, she’d had a
busy day and deserved a sit down and
a nice hot drink. Maybe even a couple
of biscuits too! Besides, she was
multitasking as she planned on
writing her list whilst enjoying her

break. She smiled to herself and
grabbed a notebook and pen before
heading into the conservatory to get
comfy.
The heavens opened as she opened
her notebook, and she gazed out into
the garden thoughtfully, watching the
rain hammer on the patio doors as
she sipped her tea and enjoyed her
double chocolate chip cookies.
Hmmm... what to add to her list first?
There was so much to do and only a
couple of hours left before her son
would burst in from school,
demanding feeding and leaving a
wake of destruction in his path. It
made her wonder why she bothered
rushing about all day making the
house nice when he could destroy all
her hard work in less than half an
hour.
The sound of the rain was very
distracting and Audrey found herself
tapping along with it with her foot as
it pounded relentlessly on the
conservatory roof. “I just can’t
concentrate with this racket”, she
thought, frustrated. It was like trying
to work whilst a disco was happening
around her. She hoped the rain would
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cool the air though, as it had
been too warm just lately to
get anything done.

Smart Notebooks

Audrey drained her cup,
brushed the crumbs off the
front of her top and decided all
her jobs could wait for another
day. Then she put away her
notebook, got up and went
outside to dance in the rain.
_______
EDPA writes:
If this short story has
resonated with you in any way.
It could be because you are one of life’s
procrastinators—or it may be that you
have so many things going on around
you that you are experiencing
overwhelm. In either situation, with the
best intentions in the world, it is easy to
miss things, mess up, ‘drop the ball’,
forget stuff, let things slide, or just close
down when confronted with so many
tasks to do.
Jill, the writer of our short story about
Audrey’s busy day, suffered a brain
injury a few years ago. She suffers from
memory problems as a result. “I simply
cannot manage without making lists”
she says. “Lists help me to remember
what’s next, what else I was doing,
what I need to get back to finishing.”
For many people new to the role of
Personal Assistant, Executive Assistant
or Secretary in a school, the sheer
number of tasks that need to be dealt
with can be just as daunting as for Jill
(and her fictional Audrey).
The concept of “I’ll do the important
things first, and leave the not-soimportant things for when I get a quiet
time later” can be a great help to a
certain extent. However, as the school
days go by in a flash and suddenly the
half term is coming to a close you will
often realise that there simply isn’t a
‘quiet time later’, which means that
some of the tasks that weren’t urgent
have eventually become important and
urgent and things are now stacking up
on your desk all over again.
Planning and prioritising are the
mainstay in any work situation. And key
to any good planning and prioritising is

to know what’s to be done, by making a
list.
Keeping track of things before to
reduce overwhelm
There are many options to help you
keep track of everything, starting
with—of course—a standard notebook
and pen, or a pile of post-it notes stuck
to your wall. You might find a digital
option more helpful though...
Smart pens
For those who like a simple gadget, you
could consider getting a smartpen
which records your handwriting and/or
the audio going on around you whilst
you write. You can then transfer your
writings and audio files to your
computer, to cloud storage, or save on
a network for future use. Absolutely
ideal if you are asked to take minutes in
a meeting, as you can record what’s
going on and refer back to it when
typing up your notes. These include:
• NeoLab Convergence M1 Smart Pen
• Neo smartpen N2 Smart Pen
• Livescribe 2GB Echo Smart Pen
• Wacom Bamboo Spark Smart Pen
• Moleskine Smart Writing Set.

Another gadget-hound’s
favourite
is
the
renewable notebook—
write in it, take a photo
snapshot of each page
as you use it, and the
pages are stored on a
cloud server for you to
easily access in the
future without having to
try to find which
notebook you originally
wrote in. The renewable
notebook can then be
‘wiped
clean’
by
microwaving it, which removes the ink
from the pages, and can be used
again. The books are designed to be
used with ‘friction’ pens (where the
ink simples rubs off with friction—or
disappears with a little heat from your
trusty microwave.) These include:
• Rocketbook Wave
• Elfinbook
• Smart Notebook.
There’s also the Rocketbook Everlast
which simply wipes clean with a damp
tissue, no need for microwaving—plus
the Smart Notebook even works with
a hairdryer.
Digital apps
For those who like to use
smartphones, there are literally
thousands of “To do” list apps out
there. Some of those recommended
by DigitalTrends.com are:
• Google Tasks (Free)
• Todoist (Free/premium options)
• Evernote (Free/premium options) .
• Wunderlist
options)

(Free/premium

• Microsoft To-Do (free)
• Bear (Free/premium options)

Digital pens used with a tablet device

• Ike (Free)

Digital pens allow you to scribble notes
on the screen of an iPad or tablet
device. Your notes, drawings, lists, etc
can then be saved to cloud storage or
to your computer. These include:

• Habitica: Gamify Your Tasks (Free)

• HP Active Pen
• Microsoft’s Surface Pen.

Whatever you choose to use, please
let us know how it helps you. Oh, and
if you’re like Audrey, don’t forget
your skirt before going to work!
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Time management fundamentals
Here at EDPA HQ we often hear from
readers who want some top tips that
will help them save time. Tandy Hanff
shares some of the basic processes
that can make a huge difference:

actions.
•

Beat procrastination:
To overcome procrastination, “Beat
Your Future Self”.

•

Most people say procrastination is why
they choose easier tasks first or believe
they will perform better later, but don’t
measure up. Instead of delaying, try
these “procrastination busters”:
•

•
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Do now what you promise you’ll
do
later
–
Defeating
procrastination means doing what
you should do right this minute
instead of trusting some future
version of yourself “to do the right
thing” later. If you say you’ll diet,
exercise or do that irksome job in
five minutes, do it now. Have a
salad before you order ice cream,
jog before you collapse on the
couch, and proofread that report
before you watch videos. People
think they’ll be better later, but
they probably won’t. To succeed,
be better now.
For motivation, imagine your
results – Whether finishing a task
will give you pleasure or failing to
get it done will cause you pain,
imagine the outcome of your

Share the burden – Being
responsible to someone else who
shares your goal, like a fellow
jogger, creates an emotional
commitment.
Enlist
an
“accountability partner.”
Grab the carrot; avoid the stick –
The promise of a future reward
lures some people, but often the
fear of punishment works better.
Devising
a
personal
noncompletion penalty in the form of a
charitable contribution can turn
your lack into a community gain.

•

Behave like the person you hope
to become – Adopt the behaviours
of your ideal self to anchor your
values and make a firmer
commitment to them. Even going
through the motions will help you
achieve your personal best.

•

Embrace the imperfect – The
desire
for
perfection
may
intimidate you into inaction.
Acknowledging imperfect work is a
first step to easing the stress that
keeps you from starting at all.
“Settle for good enough;” you can
always improve your output later.

Accept your limitations:
There Will Always Be More to Do.
Successful

people

accept

their

limitations. From a mountain of tasks,
they choose their daily priorities, try to
achieve them and leave the rest at the
office for another day. While work may
be never-ending, they know they must
set reasonable boundaries.
Overcoming the onus of constant
responsibility will help you lead a
normal life and care for yourself and
your family without guilt.
Most important task first
Identify Your Most Important Task”
and Do It First.
Successful people focus on their top
priority, long-term goals and identify
meaningful, specific short-term goals
they must accomplish first. Breaking
short-term goals down into measurable
steps guides high achievers to their
“most important tasks” (MIT). They
concentrate on completing all or part of
their MITs before they go on to other
activities.
The 5-minute rule
If You Can Do a Task in “Less Than Five
Minute, Do It Immediately”.
Top achievers seek immediate return on
their time. To expedite incoming work,
they enforce a “touch it once” principle:
• Handle email immediately –
Delegate as much of it as you can.
Complete instantly anything you can
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handle in just a few minutes. If you
can’t resolve an email request
quickly, add it to your calendar.
• Update your calendar as needed –
Move time-consuming tasks from
email to your calendar as a reminder
to act on them as soon as possible.
Create weekly time blocks to deal
with routine tasks, such as paying
bills.
• Constantly clear clutter – Be
mindful of time wasted searching
for mislaid items. Maintain order in
your surroundings. A messy
environment can cause stress.
Energy and Focus
Productivity Is About Energy and Focus,
Not Time”.
Hard workers make room in their
schedules for relaxation. Spending
more time on work doesn’t guarantee
more or better results. Maintaining
maximum energy levels and working in

short spurts aids productivity. The
brain’s capacity to process data
efficiently falters during the day,
dropping from full energy to fatigue
about every 90 minutes. Frequent
breaks for water, nutritious snacks
and light exercise rejuvenate the mind
and encourage greater productivity.
Don’t strive for Perfection
Good enough will do!
It's tempting to keep re-wording a
paragraph in your email one more
time before hitting the send button,
because you love to write and want to
get it word perfect, but "good
enough" will do for the vast majority
of tasks. There will be some items that
DO justify the extra time and effort,
but not everything you do needs
perfection in order to get the job
done.
Doing things adequately allows
sufficient time to stay on top of more

important projects and to make—and
meet— important deadlines.
Make a note of all your tasks for a
week
Then go through the list and ask
yourself:
• “What am I doing that doesn’t
really need to be done?”
• “What am I doing that could /
should be done by someone else?”
• “What am I doing that could be
done more efficiently?”
• “What do I do that wastes others’
time?”
• “What skill could I learn which
might help me to be more effective
with this task?”
• “What knowledge do I have about
this task that I could pass to
someone else so that the task could
be delegated to them in the
future?”
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Look for obvious signs of time being
wasted:
By some estimates, people waste about
2 hours per day.
Signs of time wasting:
• Messy desk and cluttered (or no) files
• Can’t find things
• Missing appointments, needing to
reschedule them late and/or being
unprepared for meetings
• Volunteering to do things other
people should do
• Tired/unable to concentrate.
How can you make a change in any of
these instances?
Your aims:
• Find ways to handle people and
projects that waste your time.
• Be involved in better delegation.
• Clarify your goals and achieve them.
• Work more efficiently with your
boss / admin team .
• Learn specific skills and tools to save
you time.
• Overcome stress and procrastination
(bad time management = stress).

the person there, then thank
them and turn back to your
desk.
• Clock-watching; on the wall
behind them—mentally give
yourself a short amount of
time with them and when
this is up, be ready to say
“I’m afraid I’m going to have
to stop you there, I have to
reach a deadline within the
next half hour. Let me get
back to you on your issue
later.”
• Keep a small pile of papers
on a clipboard in your
drawer. Walk visitors out of
your office with it, saying –
"must dash, I’ve got to
deliver these…"
• Get a wonky chair—
something with a slightly
short leg or a particularly
uncomfortable
seat—and
have it as the visitor chair in
your office. Most visitors
won’t stay long if they are
physically uncomfortable!
Planning, Planning, Planning
Plan to succeed—don’t fail to plan!

Cutting interruptions short
How do you reduce the time spent with
visitors to your desk?
The average interruption is 6-9 minutes
in length and we then take around 4
minutes to recover where we were (1013 mins total). This means that just 4 to
6 interruptions per day could cause you
to lose an hour’s productivity. Knowing a
few techniques that can shave a few
minutes off here and there can have a
huge impact on allowing you to manage
your time more effectively. Have a few
useful phrases and actions up your
sleeve, ready to use...
• "I’m in the middle of something
now… Can I call you in a few
minutes?"
• Start with "I only have 5 minutes" –
you can always extend this if
necessary.
• Stand up, stroll to the door, chat with
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With every major task that you have,
make sure you adequately plan how
you are going to carry it out. Clarify
with your boss to make sure you
know the specifics of what needs
doing, including why am I doing
this / where does this fit in with the
school’s current needs / what is the
end goal / what is the deadline /
what will be affected if the deadline
isn’t met / what other work can be
left to one side in order to complete
this as a priority item? Always ask
your boss to help you with
prioritising your tasks if you are
unsure about anything.
Find your optimum working times
Plan your time around your “best
times”: keep a note in your diary for
a week or so on times when you feel
tired, reflective, thoughtful, creative,
energetic, enthused—and then use

these to determine your optimum
working times:
• Find your creative/thinking time.
Defend it ruthlessly, spend it alone if
at all possible, getting important
project work done.
• Find your dead time.
Schedule
meetings, phone calls, and mundane
stuff during it.
Develop your own route to managing
time in your role
Share with your colleagues!
For those readers who have been in your
role for several years, you will have
picked up a lot of methods to manage
your time—have you shared these with
your colleagues?
For those newer in your roles, what do
your colleagues do when they are short
of time and long on workload? Ask them!
Share the wealth of knowledge in your
school. And if you find a method that
works well for you please also share it
with us here at EDPA!
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My latest challenge: learning the who,
what, when, where, how of Spanish
In addition, I’ve also just completed a
150-hour Teaching English as a Foreign
Language (TEFL) course, so that I can
adapt my teaching and training
experiences to offer English lessons
when I’m in Spain. Handling illness,
magazine work and writing books in
the rest of my time, I’ve studied the
course part-time and it’s taken me
several months to complete.

EDPA Editor’s
Update
Angela Garry reports on life
since the last issue of EDPA.
My summer project this year was
creating a new charity fund-raising
book in just two months—having
already written three children’s story
books based on the annual Scarecrow
Festival in my home village which raised
money in 2016 & 2017 for local
charities, I then created book 4 during
June and July in time for this year’s
Festival. “Scarecrows on Safari” is
raising money for a school in Nakuru,
Kenya, where a friend of mine (from
here in the UK) goes out to teach on a
voluntary basis each summer. I’m
delighted to be able to say that the four
books have raised a total of just over
£1,000 for their four charities, with
every penny going to make a
difference.
Looking back at the last few issues of
the magazine I realised that I had
forgotten to mention in my updates in
the last year: I’ve been doing a bit of
studying..
Having suffered from some atrociously
bad health in the last six years or so, I’m
finding winters in the UK difficult as my
lungs hurt when breathing in cooler
temperatures and my back and hips

seize up more. To help reduce these ill
effects I’m preparing to up-sticks and
move to Spain to an all-year-round
warmer climate. And I’m not going to
be a stereotypical ‘Brit abroad’ with no
grasp of the language: I have been
attending Spanish lessons since
September 2017.
Oh my word, it is hard work! My 49year-old brain is really struggling with
learning a new language and its
structure. My only other experience of
learning a language was many years
ago when I was at school
doing my O level in
French—you know, back
in the last century… But
I’m absolutely loving it,
and I have a growing
sense of confidence in
being able to go
shopping, order food
(and be able to send it
back if it’s wrong!), ask
for directions, buy a
train ticket, book a hotel
room etc, when I make
my move to Spain
without having to do it
by speaking louder and
slower in English with
lots of gestures.

Prior to these two courses, it had been
several years since I was last a student,
when I was studying a Masters degree
in Psychotherapy. I had almost
completely forgotten how much I liked
studying—preparing for a class,
background reading and learning,
attending, participating, note-taking,
and then doing homework in between
sessions. I’ve really been enjoying it!
Since the last issue of EDPA , I’ve been
out to a couple of schools in the UK to
work with their PAs and Administrative
staff, and as this issue goes to press I’m
packing for my forthcoming short trip
to Kampala in Uganda in November,
where I will be delivering a two-day
training workshop for around 30 PAs
and Admins from all across Africa. I’m
really looking forward to it.
Meanwhile, time is flying and you’re all
preparing for the second half of term.
I’ll see you in February — have a great
Christmas between now and then!

EDPA / Issue 51 / Oct-Nov 2018 / www.edpa-magazine.com

ONWARDS AND UPWARDS!

31

EDPA

The leading publication for PAs and Admins in Education
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.

CPD Resources
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,

bespoke courses are also available put together a timetable to suit you
and your colleagues.

“The PA & EA Circus: integrating the
many parts of the Personal and
Executive Assistant” by Angela Garry,
£12.99

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

CPD book for PAs, EAs, Secretaries
and admin staff in ANY industry.
Available from Amazon in paperback
and Kindle edition.

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

Moving forwards
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.

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
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