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ABOUT EXECUTIVE PA MEDIA

Executive PA Media is the world’s leading business 
management information provider for executive-level 

assistants & career-minded administration professionals. 
It is their trusted training & professional development 
resource; established since 1991, available all over the 

world, and accessed by more executive assistants than any 
other information provider.

WHAT OUR EAS HAD TO SAY

I was in crisis mode when I attended the Masterclass. I left the class with a new bag of tricks 
that have enabled me to have a greatly improved management of emails and schedules for my 

executive.

The course was practical and engaging with not only technical skills, but also with practical 
management understanding of mine and my executive’s priorities.

Karen was great, very engaging and relatable. She gave great insights and opinions as well as tips 
and tricks for personal development.

For the fir t time ever, I’m leaving for the weekend with a clear inbox and I’ve also cleared my 
backlog. The decluttering has also fl wn through to my desk and now my workspace is as clear as 

my inbox and my to do list.

The workshop was life changing and I have been using the changes we implemented. I will 
defini ely be implementing further steps.

Excellent day. Very practical. The facilitator was happy to take questions and tailor the session to 
the groups’ needs.



Steuart Snooks

Steuart Snooks is an email and workplace productivity 
expert.

A time management consultant since 1997, Steuart spe-
cialises in the email-related issues of time management 
and workplace productivity. He’s spent much of the last 
decade researching and teaching best practice in man-
aging email overload and communicating effectively via 
email.

He works with senior executives and their EAs who are 
overloaded with email and crying out for practical, af-
fordable solutions to the relentless demands of email and 
the workload it delivers.

What he teaches can change the way you work…forever!
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REVOLUTIONISE YOUR INBOX

Session 1: Inbox vs calendar
w Discover the impacts and implications of email 
overload – for you and your executive
w Recognise the 3 key strategies for getting con-
trol of your inbox 
w How to shift your working focus from Inbox to 
calendar
w When and how often to check incoming email
w How to minimise email interruptions and dis-
tractions without missing urgent or important 
messages

Session 2: The power of 4D
w Why you should handle email only once – the 
Zeigarnik Effect
w The proven 4D methodology for processing 
email quickly
w Set up a new Triage view of your Inbox (without 
changing your old way of doing things)
w How to capture next actions and due dates so 
you don’t have to rely on your memory
w Convert email tasks into the Calendar so that 
WHAT you need is WHERE you need it for WHEN 
you need it 

w A superior way to manage your workfl w and 
stay on top of issues you need to follow up – no 
need for flags, c tegories, action folders etc
w Hands-on implementation on your laptop during 
the workshop to quickly process email in your 
inbox

Session 3: Automate, automate, automate
w Can you think and speak quicker than you can 
type?
w How to turbo-charge the 4D process
w 7 ways to speed up email replies and processing
w Hands-on implementation to start automating 
your repetitive email/typing tasks

Session 4: Simplify and search
w 4 steps to simplify your email folder structure 
and speed up email filing & etrieving
w Effective ways to use Outlook’s Search function 
– it’s like ‘google’ for your email
w 2 keys to sending more effective outbound
messages

FOCUSED ON OUTLOOK FOR PC
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“Email is the leading cause of preventable productivity loss 
in organisations today”

HOW MUCH OF YOUR DAY IS TAKEN UP WITH NON-URGENT & TRIVIAL EMAILS?

Research shows that over 80 percent of executive 
level assistants spend more than an hour a day on un-
necessary and trivial emails, with 42 percent taking 3 
hours or more. That’s up to 40 percent of the working 
days productivity lost. 

Email is the biggest timewaster and source of frustra-
tion in the workplace today; your time is too valuable 
to ever to look at an email more than once. 

In all fields of busine s, production and communica-
tion there are established ‘best practice’ methods. 

This masterclass will show how to permanently eliminate inbox overload and double your 
productivity, halve the time you currently spend on your inbox and shift from a ‘reactive’ to a 
‘proactive’ approach to emails. Email stress will be gone in a day. 

If you fully or partially manage your executive’s email, this masterclass will provide you with 
proven tools to deal with them more effectively. If you don’t manage your executive’s emails 
you will learn how to increase your own capability, providing the capacity and a compelling 
case for why they should begin to outsource some, or all aspects of their email over to you.

REVOLUTIONISE YOUR INBOX

WHY ATTEND THIS MASTERCLASS?

Forbes Magazine

Email is the most widely used form of communication 
yet most of us are left to work it out for ourselves. 
Email has created a culture where people have unfi -
tered communication access to your c-suite. 

As a result, executives are struggling to cope with the 
triple-impact of information, communication and task 
overload. Their focus has been shifted from high-value 
leadership tasks, to low-value and non-essential ad-
ministrative busywork. This trickles down through the 
organisational structure, causing loss of productivity, 
unnecessary stress and even mental health issues.
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Karen Gately
Over the span of her corporate career Karen has worked 
in client service, strategy and planning as well as quality 
management leadership roles. In 2006, after eight years 
with The Vanguard Group where she was the head of hu-
man resources for the Asia Pacific region, Karen founded 
Ryan Gately, a HR consultancy company in Melbourne. 
In 2018 it became the Corporate Dojo. Together with her 
team Karen works with organisations large and small 
across a broad range of industries to support them to 
build and leverage talented and energized teams.

Karen is a passionate optimist and an educator in the 
fields of human performance and leadership. She brings 
a fresh perspective to what it takes to be a successful 
manager of people. Advocating an approach focused on 
leveraging both talent and energy Karen shows lead-
ers how to drive performance through inspiring, re-
sults-based leadership.
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HIGH IMPACT EA

Session 1: Understand You
w The way in which you currently operate, what’s 
working and what needs to change
w The link between your thoughts, emotions, be-
haviour and performance 
w  Reflect on the extent to which your potential is 
being realised

Session 2: Human behaviour
w  The link between how people think, feel and 
behave
w Energisers and drainers in the workplace and 
how they influence team spirit and culture
w Underlying influences of common behaviours 
that undermine success

Session 3: Great relationships
w Foundations of all successful relationships
w Key influencers of trust and respect
w The role relationships play in enabling you to 
influence outcomes 

Session 4: Influencing for Success
w What influence means
w The importance of building rapport
w Why getting buy in matters
w How to maintain engagement

Session 5: Difficult conversations
w What typically makes conversations difficult
w How to find the courage to say what you need 
to, when you need to
w Choosing words that will allow you to have the 
impact you want to 
w How to deliver tough love so it makes a positive 
difference

Session 6: Be Awesome
w Steps you can take to invest in you
w Choices essential to enabling the outcomes you 
want.  
w Actions you will sign up to taking from here

PLAY A BIGGER ROLE 
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WHAT IS THE MAIN OBSTACLE IN THE WAY OF SUCCEEDING IN YOUR ROLE?

Always the ambassador, your role as an executive 
level assistant is developing into one where you are 
increasingly being tasked to make important deci-
sions for the business, and on someone else’s behalf. 

If you are looking for ways to optimise the influence 
you have on the success of your boss and senior 
leadership team, want to play a bigger role and earn 
greater respect for the impact you can have, this mas-
terclass ticks the boxes and much more.

You could be operating in a challenging team environ-
ment and looking for ways to have greater influence 
on culture and engagement; this masterclass will help 
you to understand more about how you can positively 
influence your executive’s brand, professional relation-
ships and ultimately their effectiveness.

WHY ATTEND THIS MASTERCLASS?

Understand yourself
• How you typically operate and your own professional “brand” reputation
• What enables your success and what holds you back from being the best version of yourself

Understand other people
• Key motivators of human behaviour
• How to influence the way people, think, feel, behave and perform
• Keys to building successful relationships and why they matter to a high impact EA

Learn to deliver difficult messages well
• Find the courage to have tough love conversations
• Say no and keep people happy

HIGH IMPACT EA

“Every relationship in the business, I find myself somewhat 
responsible for” Nyssa Lambkin
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To register for the Executive PA Media Masterclass, please complete this form and email it to events@executivepa.com. 
If you would like to register over the phone, please call 07 3839 4911.
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REGISTRATION FORM

PAYMENT METHOD

Name Position 

Company Email 

Work phone Mobile 

Address 

SYDNEY 
Steuart: 2021 TBA 

City Pricing

MELBOURNE 
Steuart: 2021 TBA

REVOLUTIONISE
YOUR INBOX
Steuart Snooks

HIGH IMPACT 
EA
Karen GatelyBRISBANE 

Steuart: 18 Nov 
Karen: 19 Nov

Class

NON-MEMBER

w  1 day: $795 + GST

w  2 day: $1455 + GST

MEMBER

w  1 day: $710 + GST

w  2 day: $1320 + GST

Bank transfer (details below — an invoice will be sent)

Credit card (please circle) Visa  Mastercard  AMEX

Card Number _ _ _ _  _ _ _ _  _ _ _ _  _ _ _ _ Expiry date _ _ / _ _         CCV _ _ _

Cardholders name 

Signature 

Terms & conditions 
Registration & Payment policy:
If paying via bank transfer an invoice will be sent to you within 24 hours of sending. Payment of full registration fee must be made within 10 working days of invoice issue date. A 
remittance for all bank transfers must be sent. All payments must be received before the event date. Once payment has been received we will confirm our position.

Cancellations:
A delegate may be substituted up to 7 days before the event. Cancellations made one month prior to the event will be refunded 100% of the registration fee. Cancellations made 
two weeks prior to the event will be refunded 50% of the registration fee. Any cancellations made after this will receive no refund. Written notice is required for cancellation.
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