Personal-Assistant-Tips
Increasing PA know-how

LUNCH ‘n LEARN OPTIONS

 Bite-size training for EAs, PAs, secretaries and Administrators
 Four 1.5-hour options that can be taught during lunch breaks
 Train up to 10 PAs in-house at your company’s premises
 A special discount is available when you select 3 or more options

www.personal-assistant-tips.com

Call +44 (0)845 862 2687

A Training is an investment, not an expense. It is maintenance for PAs. A significant number of
senior executives attribute as much as 40% of their productivity to their PA; therefore, PAs need
maintenance and upgrades even more than machines do. It is prudent that executives give
priority to training the PA they intend to keep. Lunch ‘n learns provide an opportunity for PAs to
learn current PA best practice and discover how other PAs approach common problems.

OPTION 1

OPTION 2

EFFECTIVE STRATEGIES FOR
MANAGING YOUR BOSSES

EMAIL & DIARY MANAGEMENT,
AND MEETING PLANNING TIPS

o Understanding your PA objectives
o Assertiveness: saying ‘no’ without
causing offence
o Managing multiple bosses
o Working effectively with micromanagers

o Effective email management &
etiquette
o Diary management techniques
o Techniques for comprehensive
meeting planning
o Taking action points

OPTION 3

OPTION 4

PRIORITIZATION TECHNIQUES,
BUSINESS COMMUNICATION &
EXECUTIVE TRAVEL PLANNING

A PROACTIVE APPROACH TO
CONTINUOUS PROFESSIONAL
DEVELOPMENT

o Techniques for prioritizing your
workload
o Business writing fundamentals
o Creating flow in your written
communication
o Insightful business travel planning

o Improving your performance
appraisal scores
o Staying on track with your
professional development
o Defining your personal brand
o Using Linkedin as a PA
development resource

LUNCH ‘N LEARNS
COMMENTS
“I found this session
useful and enjoyable.”
“Great course, just the
right amount of
information presented
for the time allotted.”
“Very useful course
which raised some
issues I hadn’t
thought of in my role.
Also like the way it
encourages PAs/EAs
to think more of
themselves and what
they do.”
“Some very positive
objectives to aim for
were given.”

WHY YOUR PAS SHOULD ATTEND
Commitment to continuous professional development is the
responsibility of every PA. PAs have to be an asset to their organization
by consistently increasing productivity and adding value in their working
partnership. As the role of the modern PA is constantly changing and
evolving, PAs have to keep up-to-date with best practice in order to
provide first class personal assistance and remain effective in their role.
Our bite-sized lunchtime courses provide a cost-effective and
convenient alternative to full-on PA training. They provide an opportunity
for PAs to receive training at their office at a time that is convenient for
them and their bosses. Lunch ‘n Learn PA training also provides a forum
for PAs to discuss problems and learn from each other.
If you have up to 10 PAs, EAs, secretaries or Administrators in your
organisation, this bite-size PA training can be delivered over a sandwich
lunch by our expert international PA Consultant and trainer, Marguerita
King.
W H O S H O U L D A T T E N D - PAs, Executive PAs, EAs, Secretaries,
Administrators, Office Managers.
T I M I N G & L O C A T I O N - Each option is 1.5 hours long and is
typically taught over a lunch period.

Payment can be made by direct bank transfer or by credit
card. To request an invoice please send an email to
bookings@personal-assistant-tips.com.

TERMS & CONDITIONS
1 . PAYMENT: Payment must be received at least 21 days from the date of the
invoice.
2 . CANCELLATIONS
2 . 1 Personal-Assistant-Tips reserves the right to cancel any training option due
to an unavoidable situation without prior notice and without financial liability. In
the event that the training is cancelled by Personal-Assistant-Tips, company may
reschedule the training for a time that is convenient for the parties or request a
full refund. Personal-Assistant-Tips will endeavour to notify company of any
cancellation(s) as soon as is practical.
2 . 2 Cancellations made by company are subject to the following terms.
a ) Cancellations received more than 15 days and less than 30 days prior to
training date – 50% of paid fees reimbursed.
b ) Cancellations received less than 15 calendar days prior to training date –no
refund given.
d) All cancellation notifications must be sent to contact@personal-assistanttips.com.
3. WARRANTY: Personal-Assistant-Tips provides training courses and services
solely by reference to their description and where permitted by law PersonalAssistant-Tips exclude all other warranties, express or implied statutory or
otherwise from these terms and conditions. Personal-Assistant-Tips total liability
to company, other than for death or personal injury caused by our negligence or
for fraud or where such limitation is prohibited by law, for any losses costs
expenses or damages under these terms and conditions shall be limited to the total
training fees paid by the company.
4 . LIABILITY: Each party shall be liable for and hereby releases and indemnifies
the other party from and against, any of its own indirect, incidental, special,
consequential losses or damages or punitive damages (whether or not
foreseeable), including without limitation, damages, losses, lost revenue, lost
business, business interruptions, arising out of or related to, the training, the
company’s premises, any advice given by Personal-Assistant-Tips or its associated
entities, or anything else, whatsoever.
5. GOVERNING LAW: The Laws of England

PRICES

Price per 1 option: £800.00 (inclusive)
Price per 2 options: £1500.00 (inclusive)
Price per 3 options: £2250.00 (inclusive)
Price per 4 options: £2998.00 (inclusive)
The price covers the taught option(s) for up to 10 PAs, plus
handouts and applicable taxes, travel expenses within the
greater London area.
Meeting rooms, A/V equipment, refreshments and stationery to
be provided by customer.
HOW TO PAY
Payment can be made by direct bank transfer or by credit card.
To request an invoice please send an email to
bookings@personal-assistant-tips.com.

Book your sessions now at:
bookings@personal-assistant-tips.com
ABOUT YOUR TRAINER
Your training Facilitator is Marguerita King BSc, DipPA. Marguerita is
Managing Director of Personal-Assistant-Tips (‘PA Tips’) and creator
of personal-assistant-tips.com. PA Tips provides PA training and
mentoring for Executive Assistants, Personal Assistants, secretaries
and Administrators. Marguerita has written hundreds of PA articles
and delivers training workshops internationally. She is a PA Consultant
Mentor and a former PA with over 25 years’ experience. Marguerita
brings a wealth of knowledge to Executive PA training and mentoring
and fully understands the daily challenges faced by the modern PA
.

ABOUT PERSONAL-ASSISTANT-TIPS
Personal-Assistant-Tips was founded by Marguerita King, its
Managing Director. It was born out of the popular online PA resource
website www.personal-assistant-tips.com, which was created by
Marguerita in 2009. The website contains over 150 PA advice articles.
The mission of Personal-Assistant-Tips is to increase PA know-how in
order to help PAs raise their game professionally. Services offered by
PA Tips include PA mentoring, and public and in-house PA training.

ENQUIRIES
Marguerita King, Managing Director
PERSONAL-ASSISTANT-TIPS
20-22 Wenlock Road, London, N1 7GU, England
Tel: +44 (0)845 862 2687; Mobile: +44 (0)7771 648521
Fax: +44 (0)20 7183 9899
Email: mking@personal-assistant-tips.com
Website: www.personal-assistant-tips.com
Twitter: @Exec_PA_Tips
Facebook: https://www.facebook.com/PersonalAssistantTips

