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N AHPA has changed name! 

As announced in the previous 

issue, NAHPA is now called “EDPA”—

based on it being the leading 

publication for PAs, Secretaries and 

Administrative staff working in 

education. 

We’ll continue to bring you pieces 

written by and for the PA, secretarial 

& admin community—and working 

with worldwide experts and 

trainers—to bring you articles to 

motivate, inspire, lead, teach, 

demonstrate, encourage and support 

you in your ever-increasingly busy 

roles in schools. 

As always, we welcome your 

involvement in the magazine. If you 

have acquired a skill or some 

knowledge in your role which you 

think would be of benefit to others, 

please don’t keep it to yourself, but 

share the wealth with your fellow 

readers!  All contributors will receive 

two printed copies of the issue in 

which they are featured, plus a pdf 

version which you can attach to job 

applications or  performance reviews. 

Please email editor@picaaurum.com 

with any further 

suggestions for 

EDPA. 

Onwards and  

upwards! 

Best wishes to all, 

Angela Garry 
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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. 

 Sue France is an international, motivational speaker and 

certified coach, based in the UK. A former winner of the Times 

PA of the Year, she is the author of two books for the PA / EA / 

Admin community. 

 Helen Rees is PA to the Chief Executive of Marwell, a UK 

conservation charity, education and zoological park. She is a 

busy mum, and also a singer, and winner of SecsInTheCity’s 

Social Media PA of the Year 2015. 

 Rhonda Scharf  is a Professional Speaker, Trainer, Consultant 

and Author based both in Ottawa, Canada and Fort Myers, 

Florida. She is the author of several books. 

 Michelle Thwaits is a Certified Facilitator, Trainer, Professional 

Speaker, Coach, Mentor, Writer and Virtual Assistant in South 

Africa.  
 

     Regulars: 

 Andy Case is a cartoonist, illustrator and music mogul by night, 

and talented teacher by day. He is the author of a book for small 

children, and is working on more volumes for the near future. 

 Tandy Hanff is our resident in-house IT guru and self-confessed 

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

 

ALL REMAINING ARTICLES:  

 Angela Garry is EDPA’s editor, author of “Brave PAs” and “The 

PA & EA Circus”, and a global PA Trainer, with 24 years’ 

experience in admin & PA roles. She has also written several 

children’s books, published via Pica Books www.picabooks.co.uk  

mailto:editor@picaaurum.com?subject=EDPA%20magazine%20enquiry
http://www.picabooks.co.uk
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Rebranding / Networking  /  Survey 
THE EDPA/NAHPA 

networking discussion 

group on LinkedIn 

We’d like to encourage as many 

people as possible to join the 

exclusive EDPA LinkedIn group. It’s a 

private discussion space, made 

available for EDPA readers to 

communicate.  

To clarify, “exclusive” means that 

only subscribers to EDPA can be 

members of the discussion group, 

and “Private” means that whatever is 

discussed in the group’s pages cannot 

be viewed by other users of LinkedIn, 

nor by Google, and so confidentiality 

rests within the group’s members. 

This means that you have a 

confidential, secure space within 

which to discuss issues of concern or 

interest in your roles, without being 

overlooked by others outside of our 

community.  Please do use the 

space—post a message to introduce 

yourself, add a comment about your 

favourite CPD resource, mention 

something that you’ve learned in the 

last few weeks in your role which 

might help someone else in their role. 

In effect, post whatever you like, 

which you feel is of relevance to the 

EDPA readership. It’s a networking 

space, so get out there and network! 

Obviously, we appreciate that all of 

our readers are busy people. We 

don’t expect you to be spending 

hours on LinkedIn each week—but 

we do recommend that you set aside 

a minimum of 15 minutes or so per 

Rebranding: retaining focus 

Until a couple of years ago, NAHPA 

was marketed solely to secondary 

schools within the UK. Since 2012/3 

we have featured articles of 

international interest too. With 

membership now growing globally, it 

has made sense to rename / rebrand 

the magazine and the associated 

LinkedIn group, to take into account 

the growing international nature of 

our community.  

With just three issues per year, the 

magazine is deliberately not aimed as 

a vehicle to repeat the latest advice 

from Ofsted inspection teams or any 

country’s education departments— 

you receive this sort of information 

via your headteacher and your 

school’s Senior Leadership Team.   

The aims of the magazine remain: 

 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.  

week on your professional 

development—and LinkedIn is a great 

space to do this. Whether you post a 

message requesting assistance with a 

task, or read and respond to the other 

messages in the group’s discussion 

pages, we’re sure that you’ll soon find 

how useful the network can be.  

New subscribers are sent details on 

joining by email—contact us if you 

need them again. 

 

The NAHPA /EDPA Survey 

2016 

We asked — and you are answering. 

The results of the NAHPA 2016 survey 

are still being collated, but we would 

love to receive more responses, so 

that we can build as big and as useful a 

picture of Education PAs as possible.  

Please download the survey (available 

from http://bit.ly/EDPAsurvey2016) 

then complete and return it to us, .  

It shouldn’t take long to fill it in—you 

can then scan or photograph the pages 

and email your responses to 

editor@picaaurum.com - we have 

extended the respond-by date til 20 

December 2016, but no further! 

Three respondents will be picked out 

at random and will be awarded a copy 

of “Brave PAs: the ultimate guide to 

being outstanding in a tough job” or 

“The PA & EA Circus: integrating the 

many parts of the Personal and 

Executive Assistant” by EDPA Editor 

Angela Garry— so get your responses 

in! 

EDPA 
The magazine for Education PAs & Admins 

http://bit.ly/EDPAsurvey2016
mailto:editor@picaaurum.com?subject=EDPAsurvey
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What would the school do if it was 

suddenly discovered that attendance 

data hadn't been kept accurately (or 

at all) by a member of staff? 

What if a large cohort of students 

hadn't been entered for an exam or 

had followed the wrong course, or if 

coursework was lost or not marked?  

What if the school drops into deficit 

through inaccurate financial 

management, homework is never 

set/marked or a particular 

department has consistently poor 

exam results?   

The first reaction must be to carry 

out a discrete internal investigation 

to ascertain how serious the breach 

is.  

also contact your HR adviser, just in 

case there could be a case for the 

school to instigate competency or 

gross misconduct procedures or the 

staff files claims against the school for 

harassment, discrimination or 

wrongful dismissal.  

This may seem as if I am prejudging 

the member(s) of staff involved in the 

error / mistake / incompetent 

behaviour, but personnel law usually 

requires a delicate touch both 

because of the emotional implications 

to the individual and the need to 

show compliance to legislation. 

Because of this, it would probably be 

best to make early contact with HR 

advisers—even if this then comes to 

nothing—rather than contact them 

later in proceedings, by which time 

you may have inadvertently done 

something which could  have 

compromised the school's position 

and caused upset to a member of 

staff. 

Once an external expert has  

investigated and reported on events, 

the school needs decide on its course 

of action. It may be that the event 

has no ramifications to the students 

or staff and the school’s leadership 

can then solely concentrate on dealing 

with the personnel problem. 

 However, if the issue is to do with 

unmarked or lost coursework, the 

school will need to consult with the 

examining board and the local 

authority to make plans on how to 

ensure the student's results are not 

compromised. This needs to be dealt 

with quickly as there is a possibility of 

word getting out through the 

grapevine (schools are wonderful 

places for such leaks—and then, not 

only do you have the original problem 

but you also have irate parents, 

interested press contact, etc.).  

Damage limitation needs to be 

handled very carefully; once a plan 

has been formulated then school staff 

should be informed, a letter sent to 

parents, and students spoken to.  

It is better to only write once 

providing sufficient information to 

explain the situation and the actions 

to overcome it. A designated 

Dealing with incompetency 
Can it be rectified quickly? What are 

the ramifications? Who else needs to 

be involved in fixing the error(s)? 

What damage limitation action needs 

to be taken? Do students or parents 

need to be informed?  

Hopefully, the issue will have been 

caught in time and quickly and 

discretely resolved. But what if it is 

just the tip of the iceberg and reveals 

an involved and serious problem?  

When an issue appears to be 

complex, then it is often better to 

involve an outside body, than to just 

try resolving things in-house. Usually 

this will be someone from the local 

authority. An outside involvement 

provides a more objective approach, 

especially if the external person is an 

expert in their field. It also covers the 

school's position as it shows that the 

school is acting in an accountable and 

responsible manner.  

If you are bringing in outside 

assistance, it would be prudent to 

Do you have plans for dealing 

with unexpected issues 

which affect the school's 

performance and impact on 

students' achievement?  
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responsible person needs to be 

prepared to discuss the matter with 

student and parents. 

So, we have identified the problem, 

we have taken action to resolve the 

issues and to ensure students are not 

disadvantaged. We have an action 

plan which provides for long term 

monitoring and evaluating to ensure 

this does not happen again.  

Now we need to discover why it 

happened in the first case. The 

approach to this should not be 'who 

can we blame?’ But the member of 

staff who was involved should take 

part in this analysis. Were there 

external factors beyond our control? 

What were the internal factors within 

our control? It is often suggested that 

poor performance directly relates to 

the organisation's management and 

procedures, so these need to be 

addressed. 

Next we can move onto the 

individual's performance. To what 

extent was the problem caused by 

the individual? 

 Did they receive adequate support 

from their manager? 

 Did they fully understand what 

was expected of them? 

 Did they have the ability do it? 

 Did they have the skill to do it? 

 Did they have the willingness to 

do it? 

 Did they have the resources to do 

it? 

Having analysed the issue, both 

parties need to agree the action 

required. Are we looking for them to: 

 Change behaviour? People won't 

change because they are told to, 

they need to accept their 

behaviour needs changing. 

 Change attitude? This is more 

difficult than behaviour change, as 

attitudes are often deep rooted. 

Attitude may not change until 

behaviour has. 

 Change expectations? Understand 

and accept role requirements, 

objectives and standards. 

 Develop abilities and skills? 

are due for the chop next!  

It may be that the individual will go on 

long term sick leave or become 

awkward at work. Others may need to 

cover their responsibilities. Parents 

and students may be concerned with 

what is happening and the impact on 

their learning. The school may incur a 

financial cost to ensure the 

responsibilities are covered: this could 

be for many months. 

And what if you are the person who 

is at fault? One major step would be 

to ensure that you have support from 

a union representative or trusted 

person from outside the school, who 

can attend meetings with you to 

ensure that you are properly 

represented. It can be very upsetting 

to be part of any disciplinary 

procedure and having someone with 

you can be helpful in making sure you 

are able to put your point across, 

particularly if you are upset. If you’re 

not already a member of a union at 

the moment, you may want to 

consider joining one, just in case... 

To recap: 

1. Contact your HR advisor sooner 

rather than later. 

2. Keep copies of minutes, written 

instructions, action plans, training 

etc., as they may be required to 

prove the school has been 

supportive and that there is no 

claim of constructive dismissal. 

3. Ensure the individual has copies 

of these papers (no surprises, a 

transparent process). 

4. Be careful what you put on the 

personal files - remember 

individuals have the right to see 

their files. 

5. Keep the process confidential. 

6. Keep the individual informed. 

7. Keep in constant contact with 

your HR advisor. 

8. Include the individual's union 

representative where relevant. 

9. Be compassionate, but remember 

you must also be objective. 

10. Keep good records of all 

correspondence in case there is 

an appeal.   

The school needs to put a supportive 

framework in place: 

 Resource any training; 

 Provide guidance and coaching; 

 Facilitate role development. 

Monitor and receive feedback from 

the manager: 

 Performance needs to be 

monitored on a frequent basis; 

 Feedback must be provided; 

 The individual should be 

encouraged to self-evaluate; 

 New actions can be agreed. 

These actions may constitute the 

initial informal element of 

competency procedures, so it is 

important that meetings are minuted 

and all elements of support are 

recorded. This degree of support will 

often help the individual to develop 

and grow within their role and after a 

few months they will become a 

confident and competent member of 

staff.  

However if this is not the case then it 

may be necessary to move on to the 

formal competency procedures. This 

will involve taking continuous advice 

from your HR adviser to ensure each 

step is met. It is absolutely imperative 

at this stage that confidentiality is 

maintained. This includes information 

passed to governors - remember they 

may need to sit as a committee if the 

individual is dismissed. 

The school’s competency procedures 

and any resulting dismissals need to 

be carried out at times to ensure that 

we are managing the school and 

student achievement effectively, but 

they have a huge impact on those 

involved. The individual will be under 

enormous stress; this is potentially an 

earth-shattering experience to 

happen to them and their family.  

It will also impact on the members of 

staff who are closely involved in the 

procedure. This is a colleague you 

have worked with, maybe even 

socialised with - so be aware that you 

may experience varying feelings 

around the situation.  

Finally it can be unsettling to the rest 

of the staff, some may wonder if they 

Dealing with incompetency 
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Sponsors, to promote good 

relationships with parents, to be the 

central hub around which the rest of 

the college revolves—that’s much 

harder to measure or mark against.  

Worldwide, there are more than 160 

different job titles for a role 

“supporting leadership”, which is 

what the school or college PA / EA / 

Secretary / Admin does.  

From school to school, the job 

description for each person varies 

enormously—and particularly so 

between small schools and larger 

ones, primary and secondary, state 

and independent, international and 

academy, free and church, etc. Each 

school effectively has differing needs 

from its administrative support staff. 

This makes it all the more difficult for 

headteachers and principals to 

appraise us—as there’s no “industry 

standard” to mark us against.  But 

without appraising us and 

determining how well we are doing in 

our roles, how can we form positive 

and realistic goals and aims for the 

next six months, the next year, the 

next two years?  

It may well be that you’re involved in 

producing paperwork / forms / typing 

up interviews from the performance 

management appraisals carried out in 

your school—but you’re not one of 

the staff who actually has an 

appraisal.  

Why is this? 

Headteachers, principals and college 

leaders worldwide match their 

industry / corporate counterparts in 

simply not knowing how to appraise 

their Administrative staff—and in 

particular their PA / EA / Secretarial 

assistants—as they have no idea what 

to benchmark against.  

It’s a lot easier with benchmarking 

teachers and teaching assistants—

there are standards to be upheld 

nationally, internationally, within 

groups of schools, throughout a 

curriculum—and the teachers and 

teaching assistants can be measured 

by their success and failures at the 

various levels throughout these. 

But if your role is to support the Head 

of the School, to enable him or her to 

successfully run the Academy, to 

liaise between Governors and 

Have YOU had an appraisal in YOUR 

school this year—or at all in your time 

there?  

An estimate would be that at least two-

thirds of our readership haven’t had 

one this year—and the vast majority of 

those haven’t had one at ALL in their 

role.  

On my recent training course for 

headteachers’ PAs from International 

Schools, of the 32 attendees, 15 had 

had an appraisal in the last year, and 

the other 17 hadn’t.  

When are YOU being appraised? 
The 2015 HAYS PA survey 

revealed that around 60% of 

PAs—in all industries and 

backgrounds—don’t have an 

annual performance appraisal 

in their roles. Our reader 

survey shows that the figures 

are similar  in education.  

Why is this such an important 

issue, and what should you 

be doing about it? Editor 

Angela Garry explains...  
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We need to let our bosses know that it 

is not enough for them to just say 

“you’re doing great, you get things 

done when I need them, I’d let you 

know if I was unhappy with your 

work”.  Things should never get to the 

stage where a head has to say they are 

not happy with your work—you should 

both be working together in tandem as 

a team, and working to the same aims 

and goals.  

“Oh, but appraisals take time, and 

we’re busy. Just let me know if you 

need any training or books to support 

you” - that’s another response often 

given by headteachers and principals. 

Once again, that’s not a helpful or 

productive way forward to ensure that 

your role is future-proofed, that you 

are working to the same aims and 

objectives as your school, that you are 

able to support your headteacher or 

principal to the best of your ability in 

the areas in which they need you 

most. 

“OK, OK, book a 10-minute slot in my 

diary sometime in the next couple of 

weeks and we’ll do your appraisal” - 

again, a very unhelpful response from 

your boss. An appraisal needs to be 

done properly—and a 10-minute skim-

through is simply not enough. Book an 

hour in your boss’s diary—and book a 

meeting room for it to take place in. 

Do NOT be tempted to do the 

appraisal in your head’s office or your 

own, as they are both far too liable to 

be interrupted.  

In an appraisal, your headteacher 

should not just give lip-service to the 

process, by saying “you’re doing fine, 

I’m really happy with your work”. This 

is good to hear, certainly, but it offers 

no challenges, and it doesn’t address 

any issues. Your Head should instead 

be asking you questions like: 

 How do you feel this year has gone 
for you? 

 Is there anything you know went 
particularly well / that you are 
proud of / that went badly / what 
have you learnt from these? 

 What changes have you seen in 
your tasks against your job 
description? 

 Is there anything you need support 
with going forward?  

 What goals for next year would you 

When are YOU being appraised? 

It should be a two-way conversation, 

not one side just listening to the 

other. 

It is YOUR responsibility to ensure that 

some standards for your role are set, 

in agreement with your boss. It is also 

your role to ensure that you have an 

appraisal regularly—at least once a 

year. It is your responsibility to ensure 

that your job description is kept up to 

date, and it is your responsibility to 

push for further recognition for your 

role if you feel you deserve it.  

Believe me, in the vast majority of 

cases recognition for your efforts, in 

terms of regrading your job, changing 

your job title, raising your salary, 

increasing your level of responsibility, 

etc., simply will not happen without 

you pushing for them.  

So… back to my first question: when 

are you going to be appraised? 

like to achieve in your role? How 
can I help you to make sure you 
reach these goals? 

In return, you should be asking your 

Head questions such as: 

 I’m looking to manage my role – 
and how I support you better. 
What do you need that I’m not 
currently doing? 

 If you had to make two suggestions 
for improving my work, what 
would they be? 

 What could I do to make your job 
easier? 

 How could I handle my projects 
more effectively? 

 How could I do a better job of 
prioritising my activities? 

 How could I do a better job of 
following through on my various 
commitments? 

 When do I need to involve other 
people in my decisions? 

Once upon a time a new headteacher arrived at a school. The lady who had been 

PA to the previous headteacher welcomed him, and handed him three envelopes, 

saying “I’m your PA. These letters are from your predecessor, who told me to tell 

you that you must only open one at a time, and use them sparingly.”  

The new headteacher looked at the envelopes, which were marked “To be opened 

in crisis number 1”, “To be opened in crisis number 2” and “To be opened in crisis 

number 3”.  He laughed to himself, and put them away in a drawer in his desk. 

The new Head set about creating his domain at the school. His PA asked what she 

could do to help, he replied “Just do whatever it is you normally do, I’ll give you 

work when I need to”. A few months later she asked for an appraisal, to which he 

replied “You’re doing fine, I’ll let you know if there’s a problem.” 

As time went by, eventually a crisis befell the school, and the headteacher sat in 

his office wondering what to do. He remembered the envelopes, and got envelope 

number 1 out of his drawer. He opened it. Inside was a piece of paper on which the 

previous Head had written “Blame your PA.”  He used this excuse with the 

Governors, and managed to worm his way out of the crisis. 

Some time later, a second crisis occurred—and he opened envelope number 2. 

Inside, the previous Head had left a note saying “Blame your predecessor”, which 

he then did, telling the press it was the previous headteacher’s fault, and he got  

away with things again. 

A little while further on, crisis number 3 cropped up, and the headteacher opened 

envelope number 3, wondering “Who am I going to be able to blame this time?” 

The note inside the envelope says “Ask your PA to prepare three envelopes for your 

successor, and start packing…” 

The moral of the tale? If the Head had worked more closely with his PA, trusted 

her with the more intricate parts of his role and gave her recognition for her skills 

along with a higher level of responsibilities, between them, none of the crises may 

have happened—or at least they would have developed a good enough working 

relationship to be able to find a decent solution without laying any blame.  

A good headteacher should never blame anyone else for a crisis, and MUST work 

closely with their PA in order to make best use of their skills and expertise.  They 

should always be asking how they can make best use of their PA. 
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From being a PA for over 32 years to 

running my own business and living 

my dream has been an interesting 

journey – and I have loved every 

minute of it.   

I started off as a Secretary in the 

Foreign Exchange department of a 

bank in Johannesburg.  From there I 

worked my way up to Secretary, then 

PA and finally EA.  I started off at the 

bottom rung of the ladder and 

worked my way up to working for the 

CEO and Executive Management.  

Each and every change in my vocation 

was a result of setting goals and 

putting plans in place to achieve my 

target.  And I did meet them.  Some 

took longer than others, but I got 

there because I dreamed about it and 

continued believing that it was going 

push.  This is my time.  This is my new 

beginning.  This is my dream and I 

must starting living it. 

Now let me just fill you in on what I 

had put in place during my working 

years.  I was: 

 A speaker at various events 

 A trainer of soft skills for PAs/EAs 

 A chairperson of conferences 

 I enrolled on a course for coaching 

 I did a Project Management 

Essentials course through Novartis 

 Got Facilitator certification. 

I had also talked about the desire 

within me to go into the training and 

speaking market full time.  I knew that 

it was not a solid market and that 

training often got cancelled at the last 

minute for any reason.  So I had to 

have something else in place to 

ensure I was bringing in the money to 

support myself.  I was very keen on 

the idea of being a Virtual Assistant 

and the niche market I wanted to be 

in was: 

 Transcription services 

 Typing up of documents – thesis 

for students 

 Data input or copy typing 

 Diary and calendar management 

 Coordinate travel arrangements 

including flights, hotels and car 

hire. 

But where was I to start?  I asked 

people who were in the freelance 

business to tell me how they started 

and what sites they went on.  I tried 

Live  

to happen and eventually achieving 

my success. 

I have gone through the good, the 

bad and the ugly as far as bosses go.  I 

learnt something out of every 

relationship. I grew and developed 

my strengths and the limitations that 

were holding me back soon fell away 

and turned into a strength.  When I 

fell down or did not make a target, I 

just set a new and revised goal to 

achieve the results I wanted to.  I 

stretched myself a bit.  I saw and still 

see the positive in every situation – 

even when so much negativity was 

against me, I overcame it and smiled. 

I eventually got to the goal I had set 

myself and which took me almost 15 

years to get to – Executive Assistant 

to the Head of Africa Division, at 

Novartis.  Yes, as far as I was 

concerned, this was my final stage 

before retirement in a few years’ 

time.  But alas, that was not to be. 

In November 2015 the dreaded 

retrenchment (UK equivalent: 

redundancy) wave began and I was 

one of 26 people who were 

retrenched.  At the time of the news 

and through the process, it never 

really hit me as being a bad thing.  It 

felt surreal and I kept saying to myself 

“I have seen so many people make a 

positive turn and start a new life 

working for themselves after a 

retrenchment”.  Instead of feeling 

low and depressed and feeling sorry 

for myself, I said to myself, this is my 

Recession hit hard in 2008 

and onwards, and 

organisations worldwide, 

including in education, are 

always restructuring to fit 

around new curricular 

changes or inspection 

results. You might find 

yourself taking redundancy - 

or perhaps retirement - from 

your role. But what if you 

still want to work in some 

way? What do you do? 

Michele Thwaits writes: 

your  
Dream  
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those but nothing really came of it.   

After helping out with some duties 

for PA’s conference in Johannesburg 

– I was approached by the 

conference’s UK-based organiser Lucy 

Brazier, who offered me work on 

‘Executive Secretary’ magazine, 

working from my home in South 

Africa.  My job is getting associations 

listed, assist with individual and 

corporate subscriptions and of course 

handle the logistics and bookings for 

the magazine’s Johannesburg and 

Dubai conferences. 

That is where I started all over again.  

Shortly after that I was approached 

by a training company in Pakistan to 

do some training for them (they 

found me through my website) and 

have since been asked to go back 

again.  Soon more opportunities 

came up for Kuala Lumpur, Dubai and 

Berlin.   

To go back a bit, I have also been 

actively involved in PA forums and 

associations, networking, sharing and 

giving back to the profession.  And all 

through these years, it was important 

for me to build my brand.  People got 

to know who I was, what I stood for 

and what I was capable of.  And I 

believe that this has stood me in good 

stead with my job offer at Executive 

Secretary Magazine and with the 

opportunities that have presented 

themselves to me in the form of 

training and speaking engagements.  

Besides finding me through my 

website, I have been invited to train, 

facilitate and speak at events through 

referrals.  Through people who know 

me and know my worth and for that I 

am incredibly grateful. 

I continue to give because the more I 

give of myself, the more I receive in 

the form of work and finance.  I give 

without any expectations – and I have 

been blessed.  I have a great support 

system in the form of fellow PAs all 

around the world who are there for 

me to talk to, to get guidance from 

and who encourage me in my down 

days.   

I want to encourage you – if you want 

to start doing your own thing, 

working for yourself, start by getting 

home. 

Re-trench yourself in the market.  Be 

positive, be proactive and be 

confident because the only person 

who can help you is yourself.  And 

remember, the choices you make 

today are the result of your success in 

the future.  Make the right choice.  

Make a good choice. 

The right job will come at the right 

time with the right people.  All you 

have to do is dream it, believe it and 

achieve it.   That motto has kept me 

sane and positive through all my years 

of working and it works.  I even have it 

hung up in my bathroom so that I look 

at it every day, reminding myself to 

carry on. 

So remember - Learn as much as you 

can during your employment years.  

Take courses in areas you are 

interested in or that which could add 

value to what you currently do.  Don’t 

necessarily expect your employer to 

give you that opportunity; you need 

to make it happen.  Enquire as to 

what courses the company offers.  If 

they do not offer anything on your 

level, do part time courses through 

colleges and/universities. 

Most important thing to remember 

when you are retrenched, take a 

month to relax and rest.  Give yourself 

time to think when you are rested and 

plan your future from there.  During 

that time start sending out your CV 

and expect to only hear something 

after your month of rest.  If anything 

comes up during that time, it is a 

bonus and a good sign. Good luck in re

-trenching yourself in the market 

place.  Go out there and make it work 

for you.   

 

Michele Thwaits is a public speaker, 

life coach, writer, facilitator, trainer, 

mentor, coach and Virtual Assistant, 

at her company Empowered 4 

Success, based in Johannesburg, 

South Africa, and is a regular 

contributor to EDPA magazine. She is 

also one of the founding members of 

the Isipho admin bursary, which we 

featured in the last issue. 

yourself set up for the future.  You 

have the opportunity to do what you 

have always dreamt and wished and 

desired to do.  Now is the time to give 

it a shot.  Never give up because a 

quitter never quits.  Just get up and 

start all over again and maybe go in a 

new direction and never stop 

believing in yourself.  You will get 

many people who will not agree with, 

who will think you have lost it (and 

usually by those close to you) – you 

just get on with it.  If you are 

prepared to do anything, there is a 

job out there for you.  Just go out and 

do it. 

So how do you get started?   

1. If you have been retrenched, 
invest your money wisely so your 
money can earn interest.  Only 
draw what you need for the 
month. 

2. Look at where you can cut costs.  
What are you prepared to give up 
and do without until you get 
yourself back on your feet? 

3. Talk to people – let them know 
what you want to do.   Face to 
face interaction is more effective 
than just relying on social media. 

4. Get yourself set up on Facebook 
or LinkedIn – market yourself – be 
specific – build your brand. 

5. If you can, take on whatever temp 
assignments come up or virtual 
assistant work that you can and 
keep yourself busy.  Every little bit 
of finance that comes in helps and 
goes a long way.  Online 
transcription work and virtual 
assistant work is a growing 
industry and becoming very 
popular. 

6. Invest in your future.  If you want 
to go into transcription, then 
invest in a transcription kit.  Make 
sure you have the right resources 
and tools necessary to get the job 
done.  Whatever work you get in 
audio is sent to your Dropbox and 
from there you are able to 
transcribe.  And what is nice is if 
you are working for overseas 
companies, you get paid in foreign 
currency and you charge by the 
hour.  All from your office at 

Live your dream 
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Our schools are ever-increasingly international settings 

where our pupils join us from more countries, cultures, 

religions, beliefs and values.  

So how can you be sure not to upset a parent or visiting 

dignitary? Here’s a basic guide, produced by San 

Francisco-based software company Zendesk. 

Nod, shake, 
or bow? 
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    Nod, shake or bow? 

Terri Fishbourne writes on 

how we can make 

significant changes in how 

we do things by simply 

scratching certain  words 

from our vocabulary. 

Change your language & mindset 

I’m all about making tiny but highly 

significant changes in our lives. That’s 

why I’ve used the quote from Edward 

de Bono (on the next page) as part of 

this article. 

Whenever we speak—to ourselves or 

others—there are certain words that 

can actually hold us back without us 

necessarily realising it. 

By consciously looking at the words 

that we use and noticing their 

negative connotations, and then 

substituting those words with 

alternative words which have a more 

positive effect, we can make great 

changes.   

Then it’s a question of eliminating the 

negative words from how we say 

things in the future, and by this we 

can alter our own behaviour. It’s said 

that if you do something over and 

over for 28 days, it becomes a habit—

so it stands that if we spend 28 days 

actively not using negative words, 

then we will continue to do this 

unconsciously in the future. 

From the point of view of looking at 

how our brains work, it’s part of the 

“make a small change to make a big 

difference” mindset.  

Now, you might be sitting and reading 

this and thinking, “OK, eliminate the 

negative words, concentrate on the 

positive words, this is going to be 

easy” - but believe me, it’s not as 

simple as you might imagine! 
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Why? Because an awful lot of the 

time, we simply don’t think about the 

words we are about to say before we 

say them. We think about the context 

of what we want to say, but we don’t 

pick the actual individual words 

deliberately.  

By changing that and by deliberately 

picking more positive-sounding 

words, we can make that all 

important difference. 

I’ve gathered a few examples which 

are shown below—the ’main 

offenders’, if you will, in the list of 

“holding back” words. 

For each, I have given some examples 

of these words in various sentences 

in column two. I ask you to read them 

out loud to yourself – and to look for  

the negative connotations that they 

carry.  

Then read column three out loud to 

yourself, and hear how much more 

positive they sound.  

From now on, how about you use the 

reworded suggestions in column 

Change your language & mindset 

Neuro-Linguistic 

Programming 

(NLP) and its 

effects in the 

workplace. 

three which leave the offending 

words out, giving a more positive and 

constructive tone to each sentence?  

Terri Fishbourne is an Executive 

Assistant who has worked in  schools 

and industry for 20+ years in the 

USA. She’s a Master Practitioner in 
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aren’t. It can be very frustrating to 
you, and that this person is so 
stuck on the system you don’t 
agree with.   
If you could just change the 
system it would make your life a 
lot easier, don’t you think? Of 
course, changing the system is an 
extremely time intensive 
proposition with no guarantee of 
any success.  
There are some people, like Erin 
Brockovich for example, who can 
make great changes to the 
system, but for the majority of us, 
we tend to decide that the effort 
required does not equal the 
payoff. If this is your situation, you 
may choose to avoid trying to 
change the system.  
 I’m not saying that it won’t work 
— I am saying that it will take a lot 
of your time and efforts before 
you see any dividends. It may be 
easier to take another approach 
with your difficult person.  
I wouldn’t totally ignore this 
option, but I wouldn’t put all my 
effort into this option either.  

2. The Other Person.   
You’ve probably heard the old 
cliché, “If you plan on changing 

Now go back and look at what you 
wrote.  

Is your answer dependent on them 
doing something to change? Most 
people instinctively want the other 
person to do the changing instead of 
changing themselves. 

Why do you think someone else 
would be willing to change to make 
your life easier?  

If you’re rethinking your answer 
because you realize they are not 
going to change to make your life 
easier, then you’re right, they won’t 
change just because you asked them 
to. So how are we going to be more 
effective when working with this 
person? 

We know that something needs to 
change, and we now know that they 
aren’t likely to change just because 
you ask them to (and FYI, if they are 
willing to change just because you 
asked, they are not a difficult person 
at all!). 

There are three things that you can 
change: 

1. The System.   
Perhaps this person is difficult 
because they are a ‘stick to the 
rules’ kind of person and you 

Rhonda Scharf takes time 
out from her training, 
coaching and speaking to 
suggest some very simple 
but incredibly effective  
changes in how you deal 
with difficult people. 

Who is the most difficult person you 
work with? Does it feel to you like 
they spend each evening plotting and 
planning on how to ruin the next day 
for you? Does it drain your energy 
just thinking about this person?  

You’re not alone.  It seems that every 
one of us has a ‘difficult to deal with’ 
person in our life. They take a lot of 
energy just to ignore, and many of us 
wish they would just go away. 

If you can identify with this scenario, 
finish the rest of this sentence: “I 
would be more effective working 
with my difficult person if…” 

What is your ‘if’? 

Did you write something like “I’d be 
more effective working with my 
difficult person if she worked 
somewhere else”, or “if he wouldn’t 
tell me how to do my job”, or even “if 
she weren’t so negative all the time”? 

Don’t be blinded by difficult people 
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your spouse when you get 
married, it makes for a very 
interesting first marriage!!”   
It’s not so easy to change the 
other person because there is no 
incentive for them to change. 
Why should they? What they are 
doing is currently working just 
fine, isn’t it?  
For example, let’s consider a co-
worker in an open-plan office 
who listens to his music at a very 
loud volume. He likes it that loud, 
it helps him drown out all the 
other noise in the office.   
You despise the type of music he 
listens to, and it is far too loud for 
you to concentrate. You’ve asked 
your co-worker to turn it down 
every day for the past three 
months, and it has now escalated 
into an all-out war between the 
two of you.  
You are trying to get your difficult 
person to see that his music is 
too loud, and you cannot 
concentrate. You are trying to 
change his perspective on the 
volume.  
But why should he turn it down? 
He likes it just the way it is.   
Trying to change the other 
person is often like hitting your 
head against a brick wall; it just 
doesn’t work very well. There is 
no incentive for the other person 
to take your perspective.  

3. You. Of course, you do have one 
hundred percent control of what 
you do. You could try to change 
your perspective on the situation. 
Let’s assume that your difficult 
person is Mary, and Mary loves 
to complain about the school 
board you work for. She says 
things like, “they don’t appreciate 
us” or “I’m doing all the work 
around here and never get any 
recognition” and “this is an old 
boys’ club and women will never 
get in senior positions”.  
Basic whining and moaning, all 
the time, day in and day out. At 
first, you agreed with some of the 
things she said, and occasionally 
got pulled into the negativity 
yourself. After a while, you 
realized how destructive this was 
to your attitude, and you tried to 
convince Mary that she was 
wrong.   

with what you are saying or not, give 
her something other than what she 
wants. She wants to complain. She 
wants to be negative. Don’t give her 
what she wants. 

Giving Mary the opposite of what she 
wants will work! Sometimes it will be 
a lot of work admittedly, especially if 
you happen to be in a negative mood 
that day and agree with her. But don’t 
give into the temptation. Be one 
hundred per cent consistent in this 
approach. For two weeks this will be 
very difficult for you. I promise that if 
you are consistent and not give Mary 
what she wants, then she will change. 

She might not become positive. She 
will likely stay negative, but she’ll find 
someone else to complain to. 
Someone who will listen to her, and 
give her the attention she wants. Just 
be sure that someone isn’t you. 

So… the next time you ask yourself 
the question “I would be more 
effective working with my difficult 
person if…” – remember that the right 
answer lies within you. You can 
change what is happening with that 
person. It takes time, effort, 
persistence and patience.  

The result is worth the effort! 

 

Rhonda Scharf is a well-recognized 
Professional Speaker, Trainer, 
Consultant and Author based both in 
Ottawa Canada and Fort Myers 
Florida. Since 1993 she has worked 
with tens of thousands of people in 
13 different countries. Her objective: 
to save you time, money, and sanity.  

This, of course, just intensified 
the situation and the negativity 
seemed to get worse. You’ve 
probably moved into the same 
‘zone’ that many of us do when 
confronted with Mary, saying 
“You’re right, this is a terrible 
place to work”, hoping that your 
agreement will make her go away 
faster.  
Did it work? Not really. What 
Mary wants is attention and 
acknowledgment. You are giving 
her both of those things. We 
need to change what we are 
doing to get a different result. 

 

“If you keep on doing what you’ve 

always done, you’ll keep on getting 

what you’ve always got” 

You’ve probably heard that before, 
and it is completely true. If we want 
to change the way Mary is acting, we 
need to change what we are doing, 
and not give her what she wants.  

People are difficult because they are 
getting something out of the deal. 
They may be getting attention, 
agreement or even success because 
of it (think of aggressive drivers).  

If we want them to do something 
different (remember the opening 
question?) then we need to DO 
something different. 

The next time Mary says “I hate this 
place”, don’t argue with her, or agree 
with her, instead give her what she 
doesn’t want and say something like 
“I LOVE working here!”  

Don’t worry about whether you agree 

Don’t be blinded by difficult people 
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update the parents on any 
progress made and schedule a 
follow-up conference if needed. 

 Consider how a frustrated parent 
might be able to work with your 
school to put things right: try to 
look upon their complaint as an 
opportunity to invite the parent to 
become involved in some way in 
finding the solution. They may 
have skills which could be really 
useful, in developing an after-
school club to increase their child’s 
involvement. If they are sufficiently 
concerned about their child’s 
welfare to make a scene about 
something that’s important to 
them, they may well have 
something to offer on the matter! 

No matter how hard you try to 
establish positive relationships with 
parents, and no matter how long you 
have been in your role, you will 
undoubtedly find that some 
unreasonable and difficult parents will 
periodically challenge you. 

The best way of avoiding unwanted 
incidents is to develop a positive 
school climate where the parent voice 
is welcomed and acted upon. Such a 
climate should reduce the number 
and severity of explosive parent 
incidents that can be so unsettling. 

nowhere, find a graceful way to 
conclude it. For example: “Let me 
investigate the matter a little 
more and we can meet later in the 
week.” 

 Confidentiality is crucial in this 
process. Parents need to feel 
secure and trusting in their 
relationship with you. If the 
parent asked you not to discuss 
the matter with other staff 
members, you must either honour 
the request or specify why some 
other people will need to be 
involved. Your credibility with 
parents will be lost if your word is 
not sacred. 

 You will probably be dealing with 
the parent on behalf of your 
headteacher or a senior colleague, 
either way it is always good to 
ensure that incidents are followed 
up with a telephone call or a 
letter. This not only helps calm a 
troubling situation, but the 
practice will serve the school well 
in future situations. Many parents 
are willing to give the school the 
benefit of the doubt in future 
meetings. 

 Once a course of action has been 
worked out with the parents to 
resolve the issue, implement it 
immediately. Stay in touch to 

Rhonda’s books include “Dealing with 
Difficult People”  and “Common Sense 
is not Common Practice”. You can 
contact her at www.on-the-right-
track.com or sign up for her free 
webinar series via her website at 
www.FastTrackToSuccess.org  

 

In addition to Rhonda’s advice, here are 
some additional time-honoured tips 
from our archives on dealing with 
difficult parents in particular: 

 Choose your words carefully. 
Certain “trigger” words or phrases 
will only make matters worse. For 
example: “Didn’t your older son do 
the same thing?” 

 Address only the specific complaint 
or issue. Do not discuss other issues 
that might be important but 
unrelated to the immediate 
concern. Focus on your common 
denominator, their child, and what 
you and the parent can do together 
to solve the problem. 

 Take responsibility for their problem 
on behalf of the school, rather than 
sending them off to talk to someone 
else: being shunted from pillar to 
post will only increase their 
frustration. 

 Sometimes it is best to cut your 
losses. If the discussion is going 

Don’t be blinded by difficult people 

http://www.on-the-right-track.com
http://www.on-the-right-track.com
http://www.FastTrackToSuccess.org
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Back in 2013 it was estimated that 
around 45% of Amazon.com’s 
customers had created multiple 
registrations, some as many as ten, 
mostly because of their inability to 
remember the passwords they had 
assigned to their registrations. 

We are surrounded by passwords.  

On top of these, we then have all the 
“security questions” and bits of data 
that we have to remember in 
order to do the most mundane 
of things… I recently phoned 
my electricity providers, to ask 
about changing to a different 
energy package.  

Before the assistant would talk 
with me I had to provide:  

 my customer number 

 name 

 address 

consecutive characters repeated, I’m 
sure you know the kind of thing. 

I used to have one password, way 
back when I started using computers. 
Just ONE. This was back in the early 
1990s and a password could be 
anything you wanted it to be, and 
length you like, any characters you 
liked.  

My preferred password was a five 
letter word, an interesting first name 
of someone I had known years 
previously. I used this five letter word 
to password protect certain files on 
my computer – I was working in a job I 
didn’t like and I typed up my CV and a 
job application letter at work one 
lunchtime, then password protected 
both files so that if someone rifled 
through my computer they might be 
able to find them but not open them. 

The computer system where I worked 
was changed from an MS-DOS system 
to Windows—and then I found I was 
able to password-protect a folder, not 

just the individual files within a 
folder. My little folder of job 
applications grew—and when I 
finally got a new job, I deleted the 
folder of applications from the 
computer at work, content that I 
had covered my tracks and that 
my files had been secure.  

At that point, it’s true, they were. 
The office didn’t use a computer 
network to store files, the staff all 
stored their own files on an area 

 date of birth 

 home phone number 

 the password on my account 

 how I regularly paid my bills – by 
direct debit, cheque or paypoint, 
and 

 which bank my direct debit is paid 
through. 

In comparison with this ridiculously 
over-protective questioning from my 
electricity provider, I can make a 
payment of £1,000 to a supplier with 
just a four-digit pin number to open 
my iPad and a second four-digit 
number to get into my banking app! 

There doesn’t seem to be a happy 
medium—and as more and more 
websites get hacked and lists of 
usernames and passwords become 
unsafe, we are urged to create more 
and more different passwords for our 
accounts, in more and more difficult 
ways. Minimum 8 characters, at least 
one capital letter, at least one 
numerical digit, at least one “special 
character”, no more than two 

Are you one of the 57% of 

people who have 5 or more 

different  usernames and 

passwords  for the software 

and  websites you use?  Or 

do you use the same 

password for everything? 

EDPA’s IT guru Tandy Hanff 

looks at passwords and how 

we can ensure our files and 

identities are secure. 

ICT: how secure are your passwords?  
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of the hard drive on their individual 
computer, so my action of deleting 
the folder of my job application 
documents worked well to cover my 
tracks. In later years when network 
drives came in and files were 
regularly backed up automatically, 
this became more complex, meaning 
that if I wanted to delete private files 
I could, but I didn’t have access to 
delete any previously backed-up 
copies on the server. 

 

Some uses for passwords—and 

issues associated with them: 

 Retaining confidentiality on your 

logging in to your computer / 

voicemail / email / files and 

folders. A great thing to have—but 

what happens when a member of 

staff leaves, if they don’t leave 

their passwords behind so that 

you can access their files?  

 Creating confidential folders on a 

network. Again, great to enable 

teams or bosses and their PAs to 

work together on confidential 

documents. Remember though—

confidential areas may still be 

viewable by rogue I.C.T. staff, if 

they are determined to do so... 

 Setting up areas on a network for 

certain uses—you can decide who 

can access these, and what type of 

access: whether they can only 

read the files, write new ones, edit 

existing files in the folders, add 

comments to them, or delete 

them. Ideal for project work 

between groups of staff—but it’s 

absolutely essential that only one 

or two people have the “admin 

may be creating passwords for 

parents to log in to your parent 

portal to see how Junior is getting 

on with their school work, what 

homework has been set, what they 

had for lunch, etc. 

 
Problems with passwords 

Passwords can be really useful for so 

many reasons, like allowing a boss and 

their PA to share a password-

protected folder for certain files, or 

for an HR or payroll department to 

keep certain files confidential. And it 

stands to reason that one of the most 

important precautions we can take is 

to have multiple, unique login IDs and 

passwords for our various accounts.  

One problem is trying to remember 

all the different passwords and IDs... 

This is obviously great advice, but the 

problem I have is trying to remember 

all the different passwords and IDs for 

all my Internet accounts. Many people 

resort to writing their credentials 

rights” to delete files from these 

types of folders. All too often 

someone can accidentally (or 

maliciously) delete a file which 

can cause havoc... 

 Password protecting files within 

secure folders. For example—a 

folder is made available to the 

whole Senior Leadership Team, 

but within that folder there are 

three files which just you and the 

headteacher have access to. 

 Password protecting parts of files 

– e.g. forms in Excel and Word. 

Did you know you can do this? 

You can create a form and then 

protect areas of it, so that other 

users can only type into certain 

boxes on it. 

 Issues always arise about how to 

store any passwords, and indeed 

whether they SHOULD be stored 

anywhere—and how to create 

them for staff. Plus they have to 

be able to remember them. You 
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username and password you use for 

your Yahoo account will fit with any 

bank’s online banking system or with 

PayPal, for example…. 

 

So what IS/ARE your password(s)? 

Then there’s the whole question of 

what IS your password?  Are you using 

one of the top 25 most common 

passwords, according to security 

group Splashdata ?  

Splashdata, which collates passwords 

from data breaches in America and 

Western Europe to build samples, said 

that in 2015 "123456" was, for the 

fifth year running, the most common 

password, with the top 25 most 

commonly used passwords being: 

1. 123456 

2. password 

3. 12345678 

4. qwerty 

5. 12345 

6. 123456789 

7. football 

8. 1234 

9. 1234567 

10. baseball 

11. welcome 

12. 1234567890 

13. abc123 

14. 111111 

terms of the websites that we use—

how secure are they from being 

hacked?  Why should we worry when 

Yahoo revealed, as it did recently, 

that its usernames and password lists 

were hacked into two years ago? 

Surely my safety is ensured now, as 

I’ve changed my Yahoo password a 

couple of times since then? 

Ah, but….. what if I have been using 

the password I use for my Yahoo 

account on any of my other accounts 

elsewhere, and which I HAVEN’T 

changed? Hackers who have a list of 

usernames and passwords at their 

disposal don’t just want these to hack 

into the website they were associated 

with—they will attempt to use them 

on other sites, to buy products or 

services using your details. They will 

undoubtedly try to see if the 

down and keeping them next to their 

computer. Obviously, this is not a 

terribly secure method of protecting 

the virtual keys to your digital kingdom. 

Another issue is that we have to 

update so many devices if we change a 

password: 

Many folks have multiple devices that 

are available to access our online 

accounts. I have a work laptop, a work 

smartphone, my home PC desktop, my 

personal smartphone, an iPad, and two 

different Android tablet devices. (I’m 

an I.C.T. geek, I need to keep track of 

lots of different types of devices and 

how we can use them in the 

workplace!)  

Naturally, I want and need to be able to 

access my stuff on all of them 

depending on what device I’m using 

and where I’m located.  Again, it’s 

painful to try and remember my 

passwords and IDs when I’m on the 

road or away from my home PC, next 

to which I keep many yellow sticky 

notes where I have written hints to my 

passwords. 

HINTS, you’ll notice. I don’t write my 

actual passwords down. I make a note 

of hints that will help me to remember 

them—but which most other people 

would not be able to work out without 

knowing the stuff I know…. 

 

The need to keep separate passwords  

for different purposes and for 

changing them regularly 

We can also worry about the security 

of our usernames and passwords, in 

ICT: how secure are your passwords? 
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 Alternatively, you can use a 

password manager such as 

1Password, which can generate 

secure passwords and store them 

online 

 Do not, do NOT, DO NOT keep a 

list of passwords anywhere. By all 

means store an individual 

password somewhere if you really 

truly must—but do not log each 

and every one of your usernames 

and passwords for all your 

software, phones, voice mail 

accounts, website log-ins and 

banking security details.  

 

Hopefully, this article will have given 

you an insight into sorting out your 

own passwords, and that you feel a 

little bit more comfortable about the 

security of your Amazon account / 

bank account / Tesco clubcard 

account / PayPal account details !! 

or their child’s name, for example. 

That’s far too easy for the pupils 

themselves to try to hack into the 

system, if little Jimmy finds out that 

mummy and daddy’s password is 

“jimmy1”! 

 

Some simple tips for creating your 

new passwords 

 Don't re-use passwords. One 

ultra-secure one won't be any 

good if someone finds it 

 While combining upper and lower 

case passwords with numbers to 

alter a memorable word - 

M4raD0na - is often advised, 

these are more easily cracked 

than you might think 

 Good advice is to make a 

memorable, unusual sentence:  

"I am a 7-foot tall metal giant" is 

much better than "My name is 

John". Then take the first letter of 

each word with punctuation: 

"Iaa7-ftmg" 

15. 1qaz2wsx 

16. dragon 

17. master 

18. monkey 

19. letmein 

20. login 

21. princess 

22. qwertyuiop 

23. solo 

24. passw0rd 

25. starwars 

Needless to say, if any of the 

passwords on this list are yours, you 

should change them. The data shows 

that at least some people are still 

failing to heed even the most basic 

security principles about secure 

codes.  

One of the simplest ways to access 

someone's online account is to guess 

a password, and hacking software 

tends to try the most common codes 

first. When a code is guessed, hackers 

also tend to try other online services 

the victim may use, such as banking, 

in an attempt to access other details. 

 

How to pick a password 

There are sites out there which can 

help you to create passwords. If, for 

example, you are going to issue all 

the parents at your school with 

individual log-ins to your parent 

portal website, you may want to give 

them all a username accompanied by 

an individual password. However, I’d 

advise against creating those 

passwords by using a formula of 

some sort which utilises their name 

ICT: how secure are your passwords? 
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I’m a very busy person.  

I have a full time job as PA to the 
Chief Executive of a UK conservation 
charity and zoological park. I support 
not only the Chief Executive but also 
the Finance Director, the Director of 
Conservation, the Chairman of the 
Board and around 12 further 
Trustees.  

I am also a mother of two (my 
children are now 12 and 10), and wife 
to a husband who works away from 
home (200 miles away) for four days 
a week on a regular basis.  

I run a regional PA network, and I am 
also the Trustee for a young people’s 
music charity in my local area.  

In my spare time (yes I know, that’s 
funny) I sing in two choirs (one 
workplace choir and one regionally 
acclaimed soul choir), I tend an 
allotment and somehow try to keep 
in touch with family and friends. 

Wow. That’s a lot when you write it 
down, isn’t it? But you know what? 
I’m not alone. Not by a long way. 
We’re all busy. We all try to cram so 
many things into our lives – and we 
very rarely stop long enough to think 
about why we do that, whether we 
can manage it all effectively without 
it all toppling over, and whether we 
are really living life to the full.  

Living life to the full means…  

I’m not sure ‘living life to the full’ 
necessarily has to mean ‘do as many 
things as possible all at once’. We 
need to remember to take time, to 
really appreciate what we have, the 
love of people around us, and really 
enjoy what we do. 

I am very fortunate. I love my job, I 
have a very supportive boss and 

Mindfulness  

I have been known to throw my toys 
out of my pram in these kinds of 
situations, but these days I am trying 
to learn to manage my stress more 
appropriately.  

I think it’s about mindfulness. I try to 
take a few minutes each day just to 
stop, slow down the pace, and 
appreciate what I have in my life. We 
are healthy, we have a roof over our 
heads, food on the table, car to drive 
around in, we have good jobs, the 
children are doing well at school and 
are growing into delightful, intelligent 
and engaging young people. We are 
safe.  

And yet sometimes it’s all just too 
much. Sometimes you can’t even put 
your finger on what’s caused you to 
feel out of control or that you can’t see 
a way out of a bad day. That’s stress.  

The Third Place  

Someone once said to me: “Everyone 
needs a ‘third place’.”  

Let me explain – it’s like this: 

You have your home & family life 
(that’s one), you have your work life 
(that’s two), and then you have a third 
place.  

For me, that’s music – choirs, singing, 
orchestras, group music-making of all 
kinds. I’ve done it all my life. It’s my 
‘happy place’. A total escape from 
everything else I do, I don’t have to 

management team, and I have 
the pleasure of working with 
some fantastic people in an 
incredibly rich and rewarding 
environment.  

I love Mondays. And Tuesdays. 
And especially Wednesdays 
(that’s when we have our 
workplace choir session)… you get 
the idea. My kids still recognise me 
when I come in from work (I get away 
with working full time because it’s at 
the zoo – which, even at their rapidly 
growing ages of 12 and 10 is still, 
thankfully, ‘cool’).  

I manage – just about – to remember 
all the school commitments, the non-
uniform days, the school fairs and 
discos, deadlines (mind you, I do 
thank the concept of Facebook 
groups on a regular basis for this, 
they are my lifeline!).  

I am reasonably tech-savvy and I have 
an armoury of apps and tools at my 
fingertips to help keep me organised 
as far as possible. I’m not infallible – 
but I think that’s important to 
recognise actually – none of us is 
perfect. We strive for perfection all 
the time, we are trained and 
conditioned to succeed. But we must 
be kind to ourselves. 

I can get stressed – it only takes a few 
things – a couple of critical deadlines, 
an unexpected crisis, getting sick (I 
have been overheard saying things 
like “I haven’t got time to be ill!!” – 
sound familiar?), the car breaking 
down or one of the children having a 
meltdown five minutes before they’re 
supposed to head out in the morning 
to school (yes that still happens even 
now – only occasionally) but that’s 
life, isn’t it?  

 

healthy body 
Healthy mind in a 

Helen Rees shares her life and some 

of her coping mechanisms as an 

award-winning busy PA.  
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think about it, I just immerse myself 
in it and forget everything else.  

Your third place could be a hobby, a 
sport, creative activity – it might be 
running, yoga, painting, gardening, 
reading, knitting, you may have pets, 
it might be going to the theatre, 
cinema or music gigs, being a home 
baker or DIY.  

It might be belonging to a club, an 
association, organisation or faith 
group, running a community group or 
club, or just taking long walks in the 
countryside or rock climbing. The list 
is endless. But everyone should have 
something.  

The way it works is that your life 
establishes a kind of rhythm, 
between these three areas. They all 
have their part to play in nurturing 
you as a whole person – 
intellectually, physically, emotionally, 
spiritually.  

Most of the time, if you are ‘in 
balance’, your three ‘places’ will be 
ticking along just great – occasionally 
one of them might trip up (you might 
for example sustain an injury and not 
be able to take part in your favourite 
sport for a while), but as long as only 
one of the three ‘places’ is affected 
by this situation, the stability of the 
other two will keep you going and it’s 
highly likely you’ll manage to 
overcome that ‘bump in the road’ 
relatively easily.  

However if two out of your three 
‘places’ are not going well at the 
same time, your stress levels can rise 
and you might feel overwhelmed or 
that everything is a struggle. Your 
mind and body could be trying to 
solve too many problems at once – 
and that’s difficult. It’s tough to find 
respite and relaxation if everything 
seems to be caving in at once. 

Recognising when things are not 
going well is an important step. Often 
we are rushing about not noticing 
how we are really feeling about our 
lives, and we miss the clues and 
signals. Our lives become a blur of 
activity and we lose sight of the 
various elements that make up the 
whole. If we take time – really make 
time – to stop and check in with 
ourselves, just for a few minutes each 
day, and let our minds pause and take 
breath, that’s when we can start to 

Every intervention you can make to be 
kind to yourself, give yourself time, the 
space to think, heal and just ‘be’, to 
find something you enjoy and spend 
time doing it, however briefly, each 
week, is so important. 

The little jar of happiness   

I have a little jar on my desk – it’s my 
Little Jar of Happiness.  

Every time something great happens (a 
fabulous school report from one of my 
children, a thank you note from an 
appreciative colleague, or just the joy I 
feel when I’ve been to an uplifting 
choir session) – I write it down and 
pop it in the jar.  

On a down day, or during a period of 
hectic life or tiredness or stress, I sit 
down with a cup of tea and open the 
jar to read some of the notes inside. 
They remind me of joyful times and 
how important it is to appreciate the 
good things – however small, however 
fleeting, but so valuable – we are here 
but for a very short time on this 
planet, and we owe it to ourselves and 

those around us to 
appreciate that time and 
treasure it. 

 

Helen Rees provides PA 

support to the CEO, 

Finance Director and 

Director of Conservation 

at Marwell, as well as to 

the Chairman and Board of Trustees 

(including several sub-committees) at 

Marwell, a conservation charity, 

education and zoological park. She is 

part of the 5-strong intranet project 

team and also co-ordinates the 

workplace choir which has been 

running since 2012.  

In 2015 Helen founded the South 

Hampshire PA Network, a cross-sector 

informal network of PAs, EAs, VAs 

and Office Managers In October 2015 

Helen was selected as one of just 6 

finalists in Executive PA Magazine’s 

PA of the Year Awards, and in 

November she won SecsintheCity’s 

Social Media PA of the Year Award. 

Association (EPAA).  

 

First published in ‘Career Success’ vol 

29 issue 3, Sept 2016: the official 

mouthpiece of PAFSA www.pafsa.co.za 

take back control and get ourselves 
back on track. We can start to identify 
what’s going wrong, and even by 
addressing one element we can help 
gain a more positive frame of mind and 
turn things around. Our ‘third place’ 
can be a great help here – singing for 
me relaxes my mind, gives it a breather 
from work-related decisions and 
processes, and sometimes I get 
inspired or come up with a solution to 
something I hadn’t even considered.  
Simply identifying a problem that sits 
within one of those ‘three places’ 
already helps –  

Learning to accept what we can and 
can’t control is another important 
element of dealing with stress. We can 
absolutely control our own attitude 
and behaviours in the world, but the 
attitudes and behaviours of others are 
not in our control.  Learning to 
separate these, and not get sucked 
into other people’s negative habits, is a 
great and very worthwhile skill.   I am 
also reminded of this oft-quoted 
saying… 

Keeping Fit  

I also make time to keep fit – either by 
walking or running (intermittently 
since a knee injury a few years ago but 
I do love to run). A healthy body is 
much better equipped to cope with the 
everyday stresses of modern life.  

If your stress levels become too high or 
last for a significant period of time 
without respite, your body begins to 
function less well – you become 
susceptible to those little colds or 
infections that go around, you 
encounter tiredness or fatigue, and it 
can exacerbate other conditions such 
as asthma, eczema or food 
intolerances.  

If left unattended, stress can also lead 
to anxiety and depression. I am no 
expert in these matters but I have 
witnessed family members and friends 
go through tough times and experience 
these conditions.  

Healthy mind in a healthy body 
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A new year, a new mindset... 

Have you ever thought you don’t 

need a new year whether it’s a 

calendar year or a new school year to 

improve and change?  You have 

CHOICE and at any time, you can 

choose to change and exceed beyond 

whatever you thought you could 

achieve, reaching your potential and 

more. The word ‘choose’ is very 

important, the brain likes CHOICE 
and when you think about having a 

choice the brain treats this as a 

reward.    

We can modify our behaviour to be 

consistent with the way the brain 

works, rather than wasting time and 

energy working against human 

nature.  Make your brain work for 

you, as it can be your worst enemy or 

your best friend.   

Choose – to make positive changes 

with the ‘CHOICE’ model. The 

beginning of a new school year is 

an ideal time to think about a 

new you, for you to do new 

things in different ways and to 

make positive changes.  You can 

have new ways of thinking, a new 

mindset and a more effective and 

efficient YOU whenever you 

CHOOSE to do so. So the first 

step in creating a new you is 

choosing to make positive 

changes.  

Help – yourself, your boss and your 

peers. One of your roles is to 

make your boss and your 

organisation shine and at the 

same time reduce your boss’s 

stress by making their job easier 

whilst keeping your own stress 

levels at bay with time and stress 

management skills.  Align your 

goals with those of your boss and 

ask, “how can I best help and 

support you?” “What are your 

expectations of me?” “Are there 

any projects I can help you with?” 

“What are your goals, values, 

vision and how can I help you 

achieve them?” 

 Always think ahead and do what 

you say you will do on time and 

without being reminded and 

even get ahead of deadlines 

exceeding expectations of your 

boss and yourself.  

 Be creative and think out of the 

box on how you can help them 

Sue France — FCIPD 

FInstAM INLPTA, author, 

coach and international 

motivational trainer for EAs, 

PAs, Secretaries & Office 

Managers — welcomes in 

the new school year. 

e.g. create easy-to-read bullet 

point summaries where possible 

so they don’t have to trawl 

through emails and documents. 

Communicate frequently and bring 

solutions and answers and not 

problems.  

 Bosses know when there are 

problems so don’t hide it from 

them, let them know and also let 

them know what you are doing 

about it, they will then feel secure 

in the knowledge that you are 

paying attention and are in 

control.  When you are proactive, 

available, supportive, in control 

and results-oriented, trust will 

follow. 

 Network with colleagues internally 

as well as with people externally 

such as suppliers and peers. Share 

your knowledge and expertise and 

challenge the status quo with 

innovation and suggest creative 

and better alternatives. Help 

others as much as you can and 

remember the law of reciprocation 

so when you help others they will 

help you when you need it. 

Observe — Watch, listen actively 

and carefully, learn to understand 

your boss to determine their work 

and management style, what are 

their core values and do they 

match your own?  Use empathy 
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for yourself as well as your boss.  

We all make mistakes and it’s 

okay as long as you don’t keep 

repeating the same mistake, you 

must learn from your mistakes 

and change to do things 

differently. Similarly your boss 

may require forgiveness as they 

are only human just like you, and 

are under pressure as well. 

Regularly read industry 

magazines such as EDPA, 

Executive Secretary Magazine, PA 

Life and Executive PA magazine 

and keep up to date with the 

latest trends, useful APPS and the 

latest technology that can help 

you in your role such as Diligent 

Board Books so you can prevent 

making copious copies of papers 

for meetings and have them all as 

digital documents so last minute 

changes can be done with ease 

and poise immediately.    

 Notice what you notice around 

you, take the blinkers off and 

keep an open mind and whilst 

you observe, remember to learn, 

adapt and grow.  

Integrity — Having integrity and 

excellent communication skills 

can ensure your success and play 

a part in positive office politics. 

Be open and honest and own up 

to any mistakes you make as 

integrity and consistency are vital 

for trust and trust is vital for 

successful relationships. Increase 

your leadership skills and 

and more efficient way of doing 

this?” 

 The complexity and sense of loss 

that we sometimes get with 

change needs to be acknowledged 

so we can move on. We should 

also realise that change is easier 

for some people than it is for 

others depending on their 

childhood and whether their 

needs were met as a child and on 

their experiences throughout life. 

We also inherit genes through our 

parents and through research and 

neuroscience, epigenetics has 

proved that our genes are not 

totally fixed as we once thought 

and how they manifest depends 

on our interactions with our 

environment. The brain is 

naturally negative and dislikes 

change, as it is looking for danger, 

but as long as we understand how 

our brains work, we can keep 

control of our emotions and use 

our emotional intelligence to help 

the boss and the organisation 

succeed.  

Enthusiastic and passionate about 

what you do and who you are.  It 

is important to realise just how 

critical you and your role are in 

the organisation and to take pride 

in everything you do from the 

strategic business partner work to 

the more menial tasks. You are 

part of the bigger picture and 

without you and the work you do, 

your boss and the organisation 

would not be as successful.  

We are highly social beings and 

our brainpower is expanded when 

we interact with others. Your 

attitude and smile is contagious so 

when you are feeling motivated, 

confident and passionate about 

what you do – this rubs off on to 

others.  You are a role model for 

others so make sure you are being 

the person you would like to 

follow.   

Our brains have neuroplasticity, which 

means they are built to learn, grow, 

adapt and evolve into old age so use 

this fact to be creative and enjoy 

learning and growing to be successful 

credibility by staying calm as well 

as accountable. Learn to reflect 

and respond before reacting too 

quickly and make sure you are 

using your rational, logical, 

thinking part of the brain rather 

than making decisions with your 

emotions and people will trust 

your judgement and leadership 

skills. Use your professionalism to 

put your boss at ease, a confident 

display from you assures your 

boss that you are in control and 

your calm demeanour will lower 

everyone’s stress levels. You can 

learn to take control of your 

emotions by using my ‘USOFAR’ 

technique, a free download at 

www.suefrance.com/3rd-edition-

personal-assistant-secretarial-

handbook-resources/ 

 Always keep your commitments 

and if you have to change them, 

communicate it quickly and 

explain why.  

Change Agent – this is what you 

are – the catalyst for change.  We 

make our bosses and our 

organisation’s shine and we do 

this by advocating and helping 

people to change and aim for the 

vision of the boss and the 

organisation.  In this VUCA 

(volatile, Uncertain, Complex and 

Ambiguous) world we live in, one 

of the most important areas that 

we need to excel in as the ability 

for agility.  We need to innovate 

and create in order to thrive and 

facilitate 

sustainable 

change. 

Find ways in which 

you can challenge 

your assumptions 

and leave your 

mind open to new 

thoughts and 

ideas, ask yourself 

questions such as 

“is this the best 

use of my time 

right now?” “does 

it really have to be 

this way or can I 

think of a better 

A new year, a new mindset 
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The EDPA cartoon  

sue@suefrance.com  

You will also find free downloads 

such as Goal Setting forms and a 

Personal Development Plan at the 

website.  

Sue is the author of the best selling 

‘The Definitive Personal Assistant & 

Secretarial Handbook’ 3rd edition 

published August 2015 now with 

neuroscience and the award winning 

‘The Definitive Executive Assistant & 

Managerial Handbook published 

in your role.  

Choosing to be continually observant, 

honest, open-minded, constantly 

learning, helping yourself and others 

through change and having the 

enthusiasm and courage to be 

creative as well as taking action and 

being proud of the work you do are 

keys to success.   

 

Sue France FCIPD FInstAM INLPTA is 

an international, motivational 

speaker and certified coach and is 

available for bespoke in-house 

workshops and also runs public 

workshops and the new all-inclusive 

‘Workation’ in Spain. Please see 

www.suefrance.com/workation for 

more information of the all inclusive 

6 night stay in Spain with 4 x 4 hour 

workshops. You have the choice of 

attending ‘The Definitive 

Professional Assistant Workation’ or 

the ‘Workation for Leadership and 

Team Management skills’ - contact 

November 2012’.  Both books have 

been endorsed by The Institute of 

Administrative Management and are 

used on Business Administration 

Courses as well as by Secretarial 

colleges. For EDPA members Sue will 

offer a 20% discount on both of her 

books – all you need to do is buy from 

www.suefrance.com/purchase-

books/ and put the word FAVOUR in 

the code box and Sue will sign them 

personally for you.  

Here’s the latest in our series on the life and times of a 

school PA, by talented teacher and illustrator Andy Case.  

It is performance appraisal time in the Head’s PA’s office... 

A new year, a new mindset 
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great to work with so many people 

from different cultures and 

backgrounds, all working with a 

similar aim, to support the leadership 

of their school. I always love seeing 

how different members of the course 

interact, and hearing the experiences 

which they share with the group. As 

always, I had a fabulous time in 

Bangkok—it’s such an interesting 

place with some wonderful historical 

sights. On each trip I make sure that I 

have a chance to spend a day or so 

visiting a new area of the city. 

From time to time I’m also contacted 

by other schools who are seeking 

training —and earlier in the summer 

term I flew out to Jeju, a tiny volcanic 

island off the coast of South Korea 

where I delivered a whole week of 

training for all of the Admin staff at 

one international school. The island is 

famous for its “Grandfather stones” - 

the statues which illustrate this piece, 

which dot the island at regular 

intervals. The stones are village 

guardians—’protectors of the 

common people’ from disasters and 

misfortune. The school which I visited 

had some of the statues on their 

ground from before the school was 

built, which now have pride of place 

at the front entrance to the building, 

guarding the school, much like the 

school PA guarding the headteacher. 

Each school that I visit has its own 

character and surroundings—and an 

enormous variety of 

members of staff, and I 

feel very fortunate in 

being able to experience 

working within their 

walls. Everywhere I go, I 

get the opportunity to 

see a new place, meet 

new faces, and hear new 

stories from the course 

attendees, of their trials 

and tribulations.  

throw it out”. 

That one email has so far resulted in 

me delivering training on ten courses 

during seven long-haul trips, working  

with one company (Knowledge 

Source Institute, based in Thailand) at 

venues in Dubai, Hong Kong, 

Singapore, Beijing, Bangkok and 

Chiang Mai —working with groups of 

headteacher’s PAs.  

The most recent of these courses was 

at the beginning of October 2016 in 

Bangkok, when I delivered a three 

day programme for 32 International 

School PAs from all over Asia. It was 

EDPA Editor’s 

Angela Garry (Author, PA 

Trainer, Editor & Publisher) 

reflects on recent months. 

Even though I no longer work in a 

school as a headteacher’s PA, I still 

measure the passage of time by 

school terms. And I’m continually 

surprised by how different each of my 

school terms are—what happens, 

where I go, who I see, what I do—and 

the various different opportunities 

that seem to pop up from nowhere.  

After all, my new career as a Trainer 

for PAs and EAs globally all started 

very suddenly when I 

had a seemingly 

random email arrive in 

my inbox in May 2012. 

At first glance, it looked 

like it might have been 

spam—the message 

was on the lines of 

“hey, we like the sound 

of your training work in 

the UK, come and work 

with us in the Far 

East!”, but something 

about it made me stop 

and think “hmmm… 

check this out before I 

Photo: not quite my usual training 

audience—a group of Grandfather 

stones on the island of Jeju, South 

Korea, which I visited in June. 

Update 

Photo: with my course 

attendees in Bangkok, 

October 2016 
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All of which leads me to this issue’s 

main theme of changing our 

mindsets, thinking about things 

differently, looking at things from a 

different angle... 

Everywhere I go, whether it is a group 

of PAs from different schools, or staff 

at one school in particular, the 

discussions converge to the same 

types of problems, queries and 

challenges, at schools the world 

over—in short, you are all over-

worked and need more time to get 

your work done, you are all working 

in more pressurised environments 

than previously, you all need to get 

more done to shorter timescales and 

tighter deadlines—and you are 

expected to do so for lower costs.  

As I’ve already found on my training 

courses with school PAs in the UK, on 

average you’re all working much 

longer hours than you are contracted 

to do, usually putting in an extra 7 

hours per week. Which is a full extra 

working day per week—which 

equates to giving your time to your 

school TWO WHOLE WORKING 

MONTHS per school year for free.  

The numbers are shocking. Yes, 

budgets are tight in many schools, 

but giving away two months for free 

is not right. 

Many of you experience similar issues 

with communicating with parents and 

governors, and sadly, the vast 

majority of you do not receive the 

recognition which you so strongly 

deserve for the importance of your 

role, in being the glue that holds your 

school together.  

This means that much of my work 

whilst delivering training includes 

putting forward ideas and suggestions 

for saving time, for creating easier 

ways to do things, for delegating and 

passing lower level tasks to someone 

else so that you can be released to 

take on higher level responsibilities. A 

further part of my training is on 

building your confidence and helping 

assistants to find a voice in being able 

to talk on a business partnership level 

with your leadership teams, seeking 

recognition for the skills, talents and 

levels of expertise that you so clearly 

possess.  

days. It’s been a stressful year for a lot 

of people—we all need to take heed 

and take care of ourselves and each 

other. 

I’m absolutely passionate about 

making sure that PAs and Admins 

working in ANY industry (but 

particularly in my own area of 

expertise, education) find ways to be 

great in their jobs whilst reducing their 

stress. To do this, it’s imperative that 

they have access to good quality 

resources, and that they are paid 

accordingly for their expertise.  

This is something that we ALL need to 

be working towards, as well as pushing 

for recognition of our skills and of the 

role of PA as a true profession, not just 

a “secretarial stop gap” or a stepping 

stone to something else. Things really 

can only change when enough PAs 

push for change. It will not happen 

overnight. And it will not happen just 

at the instigation of one person or one 

group of people. It has to be led by a 

large number of PAs, all pushing for 

the same aim—recognition in your 

roles, and respect for your profession.   

Please be part of the process—make a 

stand at your school. Show this piece 

to your headteacher—and submit your 

own experiences on the EDPA survey 

(see page 3 for details on how to 

access it).  

Have a great remainder of this school 

term, and keep aiming onwards and 

upwards! 

I’ve met more than 3,800 PAs 

worldwide now—and about a quarter 

of these have been within education. 

Of those, a large number of school PAs 

report to me that they are scared of 

talking with their headteacher about 

their own professional development 

and their future in their role as PA—or 

that they constantly feel belittled by 

the attitudes of others in the Senior 

Leadership Team of their school, who 

do not see them as anything other 

than “just an admin assistant”. Some 

have told me quite shocking tales of 

how they have been spoken to at 

times, or treated, and I’m horrified.  

Business surveys the world over are 

showing the increasingly higher 

proportion of work and responsibilities 

which bosses are reliant upon their 

PAs to provide—and yet we are talked 

down to, or feel that we are not 

allowed a voice in the workplace? 

We have to make a change—and that 

change begins within YOU. PAs need 

to believe in themselves, and 

recognise their right to be heard in the 

workplace, especially by the person 

with whom they are supposed to be 

forming a business partnership 

relationship. 

In addition to meeting with a large 

number of PAs and hearing of your 

experiences, I’ve also sadly met a fairly 

large number of PAs who are stressed 

and unhappy in their roles. By the time 

this issue goes to press, it will be a 

year since one of my friends, PA 

Trainer and Executive Coach, Susie 

Barron-Stubley, committed suicide—

and in August I heard of the suicide of 

someone I knew from my university 

Editor’s Update 

Photo: the story of PAs really is the 

same worldwide: you’re over-worked, 

underpaid, and under-valued. Let’s all 

push for change! 
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Don’t be afraid to try new things. They 

might scare the heck out you, but it 

can often feel far better to have had a 

go than to spend the next few weeks 

or months wondering, ‘I wonder what 

might have happened if …’ 

If whatever you try goes wrong, at 

least you tried.  

As a great PA, I’m sure there will be a 

way that you can find out how to fix 

whatever it is or locate someone who 

can fix it for you. And if whatever you 

JOINING, SETTING UP OR 

CHAIRING A NETWORK 

We’ve already looked at the benefits 

of networking with other PAs which 

can provide a huge boost to your 

professional development. Is there a 

localised network of PAs near you that 

you could join? If there isn’t, could 

you consider creating one? You will 

invariably have contact names for PAs 

working in other schools nearby (and 

if you haven’t, you should be able to 

find them out relatively easily). Start 

by sending some emails or making 

some phone calls to start bringing a 

group together. 

 

(EDPA editor’s note: see article in last 

issue by Ellie Griffiths on setting up a 

regional network for school PAs and 

Admins.) 

 

CONTRIBUTING TO A PA-

RELATED MAGAZINE OR 

WEBSITE 

I’m willing to bet there is something in 

your repertoire of PA skills that you 

could impart to others. If you’ve got 

try goes right, hurrah! 

Sometimes it might be a small 

‘something’ that challenges us, 

sometimes it might be an enormous 

task.  

Either way, if you can try to embrace 

the challenge with enthusiasm and 

determination, knowing that you 

have lots of skills that can help you to 

succeed, then success will often find 

its way to you. If, however, you go 

into it thinking, ‘This is all going to go 

wrong,’ then guess what? You may 

well be right. 

Each and every one of us in a PA role 

has our own huge range of 

internalised skills and expertise that 

we can draw on, and now that 

networking is so easy – via websites 

such as LinkedIn where we can ask 

questions of our PA peers worldwide 

– we also have access to even more 

resources to build on. 

So, what sort of out-of-the-ordinary 

tasks, challenges or new 

opportunities might you get involved 

in to further your own role and to 

help your fellow members of the PA 

community? 

… for new challenges and 

daring to do something 

differently. 

We bring a second (and 

final) free chapter from 

Angela Garry’s book “Brave 

PAs: the ultimate guide to 

being outstanding in a 

tough job” - the only 

professional development 

book for PAs, EAs, 

Secretaries and Admins 

working in education. 

Bravery is: bracing yourself... 
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good writing skills, why not put pen 

to paper (or fingertip to keyboard) 

and write an article or short piece 

about that skill and submit it to a PA 

magazine or website? If you can 

provide a photo or two that is 

relevant to the piece, even better. 

(Don’t worry if you haven’t because 

editors can find appropriate images 

to match articles if required.) 

Now, before you say, ‘Oh, I couldn’t 

do that,’ why wouldn’t you be able 

to do that? You write reports and 

letters, you draft newsletters and 

school publications, you probably 

have a hand in creating the 

marketing materials for your school 

or college, so why wouldn’t you be 

skilled enough to write a few 

hundred words about an aspect of 

your job, something that you know 

so much about? Check the 

Resources section for details of 

some PA magazines and websites. 

 

OFFERING TRAINING TO 

YOUR ADMIN COLLEAGUES 

AND FELLOW PAS 

Are you the school expert on using 

Excel? Are you great at designing 

posters and brochures for college 

productions? Have you got relevant 

skills in something that you could 

share with your colleagues in the 

administrative team or with fellow 

PAs at a networking event? 

One really simple thing you could do 

would be to set up a half-hour 

session once a month or once a 

fortnight for your colleagues 

offering to show them certain 

aspects of how to use Word, Excel, 

Outlook or another package used in 

your school. Encourage other 

administrative colleagues to also put 

themselves forward for delivering a 

session or two. Make it as informal 

as you like, with tea and biscuits as 

enticements to attend, but do it! 

Don’t be the one and only person in 

your organisation who can do a 

certain task in a certain way using a 

certain piece of software – what will 

they do if you break a leg and can’t 

come into work for a few weeks? 

safe in the knowledge that the 

presentation itself is well planned. 

The better the planning, the lesser 

the panic. 

When you realise that the topic you 

are going to be talking about is 

something that you do on a regular 

basis, you should find it easier to put 

aside some of the fear of speaking in 

front of others. You will hopefully 

surprise yourself by finding a little 

nugget of courage in your bravery 

bag, secure in the knowledge that 

you understand very well what you 

are going to be talking about. 

 

ON A PERSONAL NOTE: 

One of my most recent challenges 

that I had to find some bravery for 

was overcoming ill health and daring 

to think about making some huge 

decisions about my future career. For 

the last two years that I worked at 

the academy, I suffered from ill 

health, which required a whole lot of 

bravery all of its own, going through 

five surgical procedures plus blood 

transfusions and generally feeling 

unwell for a long time. 

After my last surgery and a long 

period of sick leave, it became 

apparent that my health was not 

good enough to return to work full-

Share your knowledge and expertise!  

 You might be nervous about the idea 

of presenting some learning to your 

colleagues. Try not to worry – it’s 

quite normal to feel apprehensive 

about something like this. It might 

mean that you need to give your little 

bag of bravery a shake to find the 

courage to stand up in front of your 

colleagues; if so, sit down and do it 

instead! Make it feel like an ordinary 

meeting and don’t be unnecessarily 

hard on yourself. 

Take some time beforehand to 

prepare what you are going to 

demonstrate and what you are going 

to say. You might want to do a basic 

presentation or use an interactive 

whiteboard (if your school/ college 

has one), so that you can sit at a 

laptop and demonstrate on a large 

screen. 

If you are nervous, a technique that 

might help is to split the planning 

process into two parts. First, pretend 

that someone else will be doing the 

presenting and let yourself get on with 

the task of creating the presentation, 

without worrying constantly that you 

have to find the courage to present it. 

Next, when the presentation is ready, 

concentrate on practising and gaining 

some confidence on how to present it, 

Bravery is… bracing yourself 

Consider the beads in your bravery bag—what do you have at your disposal? 
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A reminder: have you nominated yet? 

time. Much as I loved my five-and-a-half years in post as the principal’s PA, 

I made the decision to leave for the sake of my health. This then gave me 

the space and time to concentrate on making plans to deliver training 

courses on a part-time basis for PAs, EAs and administrators. 

This was quite possibly one of the hardest moves of my career, requiring a 

good shake of my bravery bag to find the courage (and daring) to leave a 

secure, pensioned, full-time permanent job in education and go it alone 

with my training business. But it was definitely the right decision for me: it 

was something completely new, and I found a way to embrace the new 

challenges it brought.  

 

ABOUT THE BOOK 

“BRAVE PAs: the ultimate guide to being outstanding in a tough job” for 

PAs, EAs, Secretaries and Administrative Staff working in education, by 

Angela Garry, is available now from Amazon websites worldwide.  

Signed copies can also be purchased, direct from the author via 

www.bravepas.com . 

ceremonies, special assemblies and tea 

parties in schools across the UK to say 

thank you to support staff for all they 

do.  

To find out more information about 

how your school can be involved and 

what you can do to celebrate both your 

own role and those of your colleagues, 

there are details available at 

www.starsinourschools.uk.  

And for those of our subscribers who 

are not in the UK, why not find a way 

for your school to be involved in your 

own version of “Stars in our Schools”, 

and help to make it a global initiative? 

colleague or your school! 

‘Stars In Our Schools’ is set to take 

place in schools across the UK.  

Unison say “It takes a whole team to 

make a school a safe and happy place 

for children to learn. School support 

staff help children learn, keep children 

safe and healthy and make sure 

schools run smoothly. They are the 

caterers, the admin staff, the finance 

officers, the teaching assistants, the 

librarians, the ICT technicians, the 

parent support advisers, and more. The 

unsung heroes.” 

Schools will be holding award 

As a PA or Administrator in a school, 

you are absolutely vital in the success 

of your school. You, your teaching 

assistant colleagues, and all of the 

other support staff in your school, you 

all ensure that the headteacher and 

the teaching staff are able to go about 

their daily business of educating the 

children of our future.   

UK–based union UNISON are holding a 

special day to celebrate the 

importance of school support staff. 

This will be taking place on Friday 25 

November 2016, from 7:00 am to 5:00 

pm.  There’s not much time left, so 

hurry up and nominate yourself, a 

Bravery is: bracing yourself 
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Making time for Resources  
but a pleasure to be reading and 
accessing information that could 
be so valuable to furthering your 
expertise, your experience, your 
excellence, your future 

 You may not be able to find a large 
amount of time per day to do this 
so just a few minutes here and 
there can be so valuable. I 
recommend that you aim to do 
three small portions of 
professional development per 
week - even just for 10 minutes 
each time - you'll soon see the 
benefits! 

 Just 10 minutes is plenty of time if 
you have a tablet device or 
smartphone: you could look at 
websites or blogs which may be 
beneficial. (If you search on Google 
for personal assistant blog sites, 
you'll find several.) 

 Or you might choose to go on 
LinkedIn for a few minutes, check 
out what's happening in a PA or 
education discussion group. Or you 
could post a message, respond to 
someone else's message: either 
way, make the most of the PA 
community which is available to 
you.  

time to spend on your development: 

 Whenever you take a break for 
tea/coffee or lunch, you take a 
book or a magazine with you and 
read a chapter or an article and 
digest the information along with 
your food or drink?  

 Have you considered listening to 
an audiobook or podcast on your 
journey home either in the car or 
on public transport?  There are 
many PA-related books available 
on audio CD or MP3 
downloads.  This can be a great 
way to multitask on your journey 
home! 

 Keep these audio books and 
printed publications available for 
other odd moments, available to 
pick up and carry on for a few 
minutes. Many of our readers 
have children and may be leaving 
their own school each afternoon 
to pick up Junior. Whilst you're 
sitting in your car waiting  for your 
child to appear, you could be 
doing a few more minutes of 
valuable professional development 
reading or listening. 

 Don't think of your development 
as a chore. It should not be a bind 

In recent issues we have included a 
number of resources for your 
professional development. We've 
listed books, magazines, articles, 
websites and training courses which 
could all assist in moving you 
onwards and upwards within your 
role.  

In my many conversations with 
education PAs and admins there is a 
perceived difficulty around 
professional development: that 
there's no time to do it.  
As the magazine's editor, I can only 
lead you to water and encourage you 
to drink... ultimately the only person 
who can actually do it for you is you. 
I've heard from a number of PAs who 
have commented that they don't 
have time to read the magazine 
sometimes.  

Please understand that I'm not in this, 
as the magazine’s editor, to make 
money. I'm working with a team of 
writers to create a magazine which 
will inspire, motivate, lead and 
encourage you to reach further in 
your role.  

In the end though, it comes down to 
you.  

You have to find / make the time to 
develop in your role, and to make 
sure that you are keeping up with not 
only the latest technological advances 
but the ever changing needs of your 
headteacher or principal.   

Just as you should be meeting with 
your headteacher on a regular basis 
to establish what projects are coming 
up and to go through their 
appointments diary,  you also need to 
set aside some portions of time with 
yourself.  

Professional development can be 
squeezed into your day with amazing 
ease if you concentrate on making it a 
priority in your daily or weekly 
routine.  

You don't have to spend huge 
amounts of time on it, all in one go.  
Here are some tips for finding a bit of 

In this issue, we are 

concentrating on finding the 

time to actually USE the 

resources we have been 

offering you each issue... 
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EDPA is published three times per year in the UK by Angela Garry trading as Pica Aurum.  

For subscription details, visit www.edpa-magazine.com or email editor@picaurum.com 

TRAINING OPPORTUNITIES 

www.picaaurum.com 

Training company, offering a variety 

of courses for PAs and Admins 

working in both education and 

corporate settings.  

With a growing list of over 40 topics, 

bespoke courses are also available—

put together a timetable to suit you 

and your colleagues. 

Distance learning option also 

available: buy a course book and 

work through it at your own pace. 

Purchase includes two hours of 

mentoring and coaching sessions on a 

one-to-one basis, via telephone, 

email and / or Skype. 

Timetable for 2017 to be released 

shortly.  

BOOKS TO BUY 

“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. 

TWITTER: #adminchat 

Lucy Brazier runs an hour long weekly 

CPD session on Twitter, with guest 

experts from the global PA 

community.  

Register for free to Twitter, search for 

#adminchat—and sit back on a 

Thursday at 6 pm UTC to follow the 

chat.  

The hour is in the form of a Q&A 

session—questions are posed to the 

guest expert—and anyone can 

participate by tweeting their 

questions.   

If you miss a session, email Lucy’s PA 

Matthew (wantmatthew@gmail.com) 

who can send you a transcript. 

EDPA Editor Angela Garry will be the 

guest expert on Thursday  13 October. 

As always, we welcome suggestions of topics for future articles 

which you would like to see, plus we also seek articles from our 

readership—so if you get the urge to put pen to paper (or finger to 

keyboard, or voice to dictation system…) please do! We will return 

to interviewing at least one reader per issue, to find out about 

your roles and experiences of working in your schools. We’re also 

creating a panel of readers to call upon for opinions / thoughts. If 

you’d like to put yourself forward for any of these, again, please 

get in touch. 

Don’t think that your voice cannot be heard and that you do not 

have a valid contribution to make—all of our readers have 

something to offer to each other. Plus contributing will look great 

on your own CV / resume, where you will be able to state that you 

are a published author, in the leading publication for PAs and 

Admin staff in schools! 

All contributors receive an additional printed copy of the magazine 

plus a pdf of their finalised article, which can be appended to 

future job applications, added to your CPD folder, share with your 

boss at your next Performance Appraisal, etc.  Together, let’s 

make  EDPA the best print resource and online forum for PAs, 

Secretaries and Admins in schools worldwide! 

To get in touch, just send an email to: editor@picaaurum.com . 

Moving forwards 

Please forward to us any details of Resources which you’d 

like to share with your fellow members. 

EDPA     The leading publication for PAs and Admins in Education 

The aims of EDPA: 

 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  

mailto:editor@picaaurum.com?subject=EDPA%20magazine%20enquiry

