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The role of the executive assistant has evolved to include taking on more
managerial duties, project work and supervisory roles. Sue France, former Times
Crème PA of the Year, provides best practice advice on meeting the demands of
the 21st century administrative professional's role. The Definitive Executive
Assistant and Managerial Handbook places special emphasis on personal
leadership development, offers a rage of free downloadable online resources and
covers how to:

-build and manage a productive team
-negotiate with style
-manage projects confidently
-recruit and induct other Assistants into a team
-conduct a coaching session
-detect and resolve demotivation 
-use NLP and emotional intelligence every day
-successfully communicate with a range of different personalities

With helpful tips from award winning assistants and industry experts, this book is
the ultimate guide for ambitious assistants who want to improve their skills to
advance their career.
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Editorial Review

Review
Executive assistants, senior secretaries, office managers, team leaders, supervisors, mentors and coaches

"Sue France understands that in a 'post-recession' corporate world, an assistant's leadership skills have never
been so important to the success of both the businesses that they serve and their careers." --Lucy Brazier,
Editor, Executive Secretary Magazine

"[A] useful learning aid and reference tool for personal assistants and other business administrators." --
getAbstract

About the Author

Sue France has over 30 years of experience as a secretary and personal assistant. She is the UK National
Training & Development Officer for European Management Assistants (EUMA). She presents at PA
conferences throughout the world, and is also involved in training and coaching PAs and secretaries.

Users Review

From reader reviews:

Viola Waters:

The book The Definitive Executive Assistant and Managerial Handbook: A Professional Guide to
Leadership for all PAs, Senior Secretaries, Office Managers and Executive Assistants has a lot associated
with on it. So when you check out this book you can get a lot of profit. The book was written by the very
famous author. The writer makes some research ahead of write this book. This book very easy to read you
will get the point easily after reading this article book.

Frances Hayes:

Many people spending their moment by playing outside together with friends, fun activity using family or
just watching TV the entire day. You can have new activity to spend your whole day by looking at a book.
Ugh, do you think reading a book will surely hard because you have to use the book everywhere? It all right
you can have the e-book, having everywhere you want in your Touch screen phone. Like The Definitive
Executive Assistant and Managerial Handbook: A Professional Guide to Leadership for all PAs, Senior
Secretaries, Office Managers and Executive Assistants which is finding the e-book version. So , try out this
book? Let's view.



Allison Walters:

As a pupil exactly feel bored for you to reading. If their teacher requested them to go to the library as well as
to make summary for some guide, they are complained. Just tiny students that has reading's heart or real their
hobby. They just do what the trainer want, like asked to go to the library. They go to at this time there but
nothing reading seriously. Any students feel that examining is not important, boring in addition to can't see
colorful images on there. Yeah, it is being complicated. Book is very important for you personally. As we
know that on this period, many ways to get whatever we want. Likewise word says, ways to reach Chinese's
country. Therefore , this The Definitive Executive Assistant and Managerial Handbook: A Professional
Guide to Leadership for all PAs, Senior Secretaries, Office Managers and Executive Assistants can make you
sense more interested to read.

David Mathews:

Book is one of source of know-how. We can add our know-how from it. Not only for students but also native
or citizen need book to know the update information of year to help year. As we know those textbooks have
many advantages. Beside we all add our knowledge, can also bring us to around the world. By the book The
Definitive Executive Assistant and Managerial Handbook: A Professional Guide to Leadership for all PAs,
Senior Secretaries, Office Managers and Executive Assistants we can have more advantage. Don't one to be
creative people? To be creative person must choose to read a book. Simply choose the best book that ideal
with your aim. Don't possibly be doubt to change your life at this time book The Definitive Executive
Assistant and Managerial Handbook: A Professional Guide to Leadership for all PAs, Senior Secretaries,
Office Managers and Executive Assistants. You can more pleasing than now.
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