EA /PA

Masterclass

26t - 27 August, 2010
The Rendezvous Hotel
:: MELBOURNE

Excel in
your career as

an EA or PA

9t - 10* September, 2010
The Grace Hotel
:: SYDNEY

The role of the EA and PA is constantly expanding, bringing with it higher
demands and expectations fo fit more fasks into each day. The most sought affer
and efficient EAs and PAs know how to manage their time effectively, have well
developed communication skills, and can multitask o take on a wide range of

extra requirements such as preparing and executing effective meefings.

* Do you need fo develop time management skills so you can prioritise fasks

YOUR COURSE DIRECTOR: and get more done in your day?

* Are you in control of your emails and those of your boss?

Derek Patey, * Do you need advice fo deal with difficult people and situations?
legd{ng Trainer, * Are you staying on top of your responsibilities and ensuring certain tasks do
Priority Management not fall through the cracks?

Do you need fo learn how fo structure an agenda for meetings so it runs on
time, on frack and on purpose?

* Do you want to improve your influencing skills to gain credibility and the
%/f e cooperation of your boss?

Attend Tonkin’s EA/PA Masterclass fo learn all the necessary strategies and
A Better Way To Work methods to succeed as an EA or a PA.

Who should aftend?
e Executive Assistants
e Personal Assistants

e Diary Secretaries

Endorsed By: @Dageg

101: OFFICE ADMINISTRATION SERIES




COURSE OVERVIEW

ABOUT YOUR COURSE DIRECTOR

This valuable interactive two-day fraining course will
start by focusing on ways fo enhance your workload
management so you can get more done in less time and
have greater control over all the tasks you perform in
your day. One of the most crucial skills you will learn is
how to gain greater tofal control over your inbox and all
the emails your boss receives.

You will also learn how to build your communication
skills, enabling you to deal with difficult people more
effectively. By enhancing your influencing skills you'll be
seen as a more effective team player and you will be
able to engage with anyone in the business.

The training course will show you how to effectively
prepare for, plan, conduct and follow up on meetings
so they have a strong results bias. You'll be in a strong
posifion fo track and follow-up on meeting actions as
well as other delegated work.

Attend Tonkin’s EA/PA Masterclass to:

® Getf more done in the day and achieve consistent
resulfs

* Stay on top of your clearly defined priorities

e Gain control over the emails you and your boss
receive

* Deliver results when you say you will

e Communicate more effectively with your boss and
his clients

* Become more proactive and develop effective action
plans

e Build strong relationships and deal with difficult
people

e Plan, conduct and follow up on results oriented
meetfings

Derek Patey, leading Trainer, Priority Management

| Derek has significant coalface

experience as a successful business
owner across a number of industry areas
including refail, hospitality and tourism.
In taking his skills to the training arena

1 Derek has amassed 20 years vocational
education industry experience.

Initially commencing as a classroom and workplace
facilitator he delivered in areas such as retail, customer
service, personal development and career guidance.

In later years he has switched focus to the delivery of
management and leadership skills. He has accumulated
in excess of 10,000 contact hours as a fraining
facilitator, working in areas providing professional
development for managers, EAs/PAs and team leaders.
He has specialised in areas of recruitment and selection,
workload and performance management, coaching,
personal and career development.

As a dedicated front runner Derek is best known for his
dynamic approach to the delivery of time and workload
management workshops. He is an energetic change
agent and he will be the catalyst for a great fraining
experience.

Priority Management is widely acknowledged as

the world leader in the area of time, workload
management and communication fraining with over
two million graduates. Over the past 30 years Priority
has built a suite of fraining programs in essential
management skills to keep abreast of technology, and
has always maintained ifs focus on programs which
provide practical, effective and immediate solutions to
productivity issues in organisations.

ABOUT TONKIN ACADEMY'S OFFICE ADMINISTRATION SERIES

The Tonkin Academy Office Administration Series has a host of courses available at all
knowledge levels. Starting from Infroductory series and moving through to Advanced
levels we are sure we have a course that caters to your needs. An example of courses

available in the series are listed below:

102: Influencing Skills For PAs And EAs
103: Advanced Customer Service Skills
104: Planning Effective Meetings

[ ]
TONKIN

ACADEMY

OFFICE ADMINISTRATION
SERIES

105: Bookkeeping And Finance Essentials For EAs And PAs

REGISTER TODAY! e Ph: 612 9224 6055 e Fax: 612 9224 6066 * Email: capricornia@TonkinCorporation.com



COURSE OUTLINE

th _ 27t August, 2010 \ MELBOURNE ::

9t - 10t September, 2010 | SYDNEY

At ORI

DAY ONE 38:30 Registration — @:00 Start

DAY TWO 900 Start

WORKLOAD MANAGEMENT

Increasing Productivity Through Time Management

e Understand what is meant by productivity and workload
management

* leamn about the importance of the Productivity Formula and
strategies for reducing ‘'mind traffic’

e Configure your time management tool

® learn how fo become a masfer at multi-fasking

* Solve the 'decision dilemma’ when managing a myriad of
activities

Gaining Control Over Your Emails

* Learn how to manage your inbox

e Uncover the secret of ending your day with an empty inbox

® learn how and when to follow up on emails and set up
profocols for eliminating junk or low priority emails

e Create ways to file your mail and stay with your priorities
regardless of the volume of email traffic

Managing Commitments And Plan Your Calendar

e Understand the importance of using your calendar as a time
management fool and how to avoid becoming a victim of
"Planning Fallacy’

® Become a more proficient time manager and begin the
process of regaining control over your life and demanding
schedule

* Plan effectively so you can become more strategic in
your daily choice of activities and restore a feeling of
achievement at the end of every day

5:00 Close of Day One

Morning Tea, Afternoon Tea and Lunch will be provided.

Hear What Delegates Said About
Tonkin’s EA/PA Roadshow 2009:

Very insightful and informative.
Would thoroughly recommend it.

Rosa Brezac, Executive Assistant, University of Melbourne

Very informative.
Lisa Marchetti, Executive Assistant, TRUenergy

Very motivational. Perfect training for EA's.
Nicole McIndoe, Executive Assistant, Hesta Superfund

ENHANCING COMMUNICATION SKILLS
AND MEETING EFFECTIVENESS

Developing Influencing And Communication Skills

e Discover the various ways that the communication/
influencing process impacts your effectiveness

® Examine the five key skill sets of influencing/communication

* Creating Influencing Action Plans: a sixstep process and
tool for implementing and improving influencing skills in the
organisation

® Recognise and look af body language and the importance
of questioning and understanding in influencing

 Practice planning and responding to people as well as how
fo delegate and follow-up

Break-out Session:

The Influencing Questionnaire: Participants complete a two-part
questionnaire which probes both their beliefs and current skill
level as communicators/influencers. An interpretation booklet
allows each attendee to work on their own specific areas and
customise the learning process

Handling Conflict, Dealing With Difficult People And Coming
To Agreement

® Fine tune conflict handling and agreement skills and practice
them in influencing sessions using real workplace issues

e Handling difficult conversations with your boss or with clients
* Develop negotiation skills to avoid conflict

Break-out Session:

Develop an Influence Map which shows the relationships
and opporiunities that exist for impacting performance with
colleagues and customers alike

Planning Effective Meetings

e Discuss the current challenges in meetings and pofential
solutions

e Examine the four phases of a meefing which leads o the
best return on investment for meeting ftime

®  Gain an appreciation of what it fakes to effectively prepare
for a meeting whether as a chairperson, meeting organiser,
participant or minute taker

e leam the four key areas to address when constructing an
agenda, that ensures the meeting will be on fime, on frack
and on purpose

Execute The Meeting To Meet Objectives

* Master the execution of your well planned meeting

® leam the best way to ensure that meeting oufcomes become
activities for partficipants of the meeting as well as how to
ensure effective follow-up

5:00 Close of Training Course

www.TonkinCorporation.com

REGISTER TODAY! e Ph: 612 9224 6055  Fax: 61 2 9224 6066 ¢ Email: capricornia@TonkinCorporation.com



VIP Code

EPXA1l

EA/PA MASTERCLASS

5 WAYS TO REGISTER DATES & VENUES (rease tick)

Phone: 6129224 6055 [ MELBOURNE
26" - 27" August, 2010
Fax: 61 2 9224 6066 The Rendezvous Hotel
328 Flinders Street
Email: capricornia@TonkinCorporation.com Phone: 61 3 9250 1888
Online: www. TonkinCorporation.com
Mail: Tonkin Corporation Pty Limited,

Level 12, 70 Pitt Street,
SYDNEY NSW 2000 AUSTRALIA

REGISTRATION FORM - EA/PA MASTERCLASS - ADMO03

[ ] SYDNEY
gih - 101 September, 2010
The Grace Hotel
Cnr York & King Streets
Phone: 61 2 6272 6888

YES, please register me for the above conference.

Today’s date D D D D D D

1 2 3
Name Name Name
Job Title Job Title Job Title
Telephone Telephone Telephone
Email Email Email
Facsimile Facsimile Facsimile
Company
PO Box/Street Address City State Postcode

Postal Address

YOUR INVESTMENT
(expressed in Australian dollars
and including gst)

EARLY BIRD DISCOUN

Register and pay by.

STANDARD

PRICE

[ 12 Day Training Course $2,748.90 $2,858.90 $2,968.90 $3,078.90
Please Indicate Venue Selection: [ 1Perth []Sydney [Melbourne [ Brisbane

SAVE! Choose between:

Option 1: Early Bird Discount. Register and pay by a deadline indicated above to achieve up to 16% SAVINGS on the
Standard Rate. Registrations received without payment are ineligible for an Early Bird Discount and will be charged at
the Standard Rate. Register and pay simultaneously. Register and pay early!

Option 2: Team Discount. Register and pay for 3 or more delegates from the same company, at the same time, for the
same event to achieve a 15% SAVING off the gst-inclusive Standard Rate. Registrations received without payment are
ineligible for a Team Discount and will be charged at the Standard Rate. Register and pay simultaneously. Register and
pay for a team!

Registrants must choose between the most advantageous discount option. Only one discount is available at the time a
registration is made.

PAYMENT METHODS

ABN 72 092 933 894

W EFT Transfer your payments to Tonkin Corporation Pty Limited at
Commonwealth Bank of Australia BSB 062 000 Account No. 1180 6356. Please quote ADMOS3 on the eft.

L CHEQUE: Please make out cheque to Tonkin Corporation Pty Limited.
Please quote ADMOS3 on the cheque.

U CREDIT CARD: Please chargemy Q VISA 1 *DINERS O MASTERCARD QO *AMEX

* A credit card fee of 2.5% will apply for Diners or Amex

in the amount of $

caretmo: LI IO IO TN ey pate: L], L

Cardholder’s Name:. ... Signature .

2Jul2010 | 16Jul2010 | 30Jul2010

$3,188.90

Cancellation Policy: Should you be unable to attend, a substitute delegate is always welcome at no extra charge. Alternatively a full refund,
less a $200 service charge (including gst), will be made for cancellations received in writing up to 21 days prior to the event. Regrettably no refunds
can be made less than 21 days prior to the event.

$3,298.90

RESEARCHED BY /l I\
TONKIN

ACADEMY

Tonkin Academy is the learning and teaching
division of Tonkin Corporation, producing ex-
pert quality training seminars on timely top-
ics. Covering all levels of training from 101:
Introductory, 201: Intermediate and 301: Ad-
vanced, Tonkin Academy workshops guarantee
you superior training appropriate to your level
of knowledge. Concerned with issues at the
forefront of executive and management deci-
sion making, Tonkin Academy independently
researches and attracts the highest quality
trainers to bring delegates excellence in their
learning

Tonkin Corporation has taken due care and dili-
gence in selecting qualified professionals as its
speakers. The information they offer, howsoever
provided, is not produced by Tonkin Corporation
and should in no way be regarded as financial
or legal advice. Tonkin Corporation accepts no
responsibility for reliance on such information
and recommends that its clients seek indepen-
dent, professional advice. Tonkin Corporation is
ranked 47 on the BRIV Fast 100 for 2009.

Tonkin Corporation takes due care and diligence
in producing its products. However, given cir-
cumstances beyond its control, Tonkin Corpo-
ration reserves the right to change any training
programme without notice.
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