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Who Are We:
KATE BACON

The  association of European
Kate is a South East EUMA Management Assistants (EUMA)is a
member who currently works as a pan-European quality network of office
Virtual Assistant, holds a Certificate support professionals such as Executive
in Coaching from  Coaching Assistants, PAs, Secretaries and Office
Development, and has set Bjer Managers.

to Peer Coachin¢ working with aspiring VAs
whom she trains on the VA Business Start Up

Course. EUMA is unique in that it is the

only truly European network of
Management Assistants in the

BARBARA LOUVROU UK with over 2,000 members in
25 European countries.

The WellWorks owner

Barbara Louvrou is an What Do We Offer:
experienced health and
wellbeing coach She works Competitive and relevant career-
with people to educate them related training, a European-wide
into better eating habits and lifestyle changes support  system together  with
to improve their performance and wellbeing. networking opportunities. EUMA
UK holds a variety of regional
Barbara has been involved in nutrition and monthly events as well asNational

weight loss for about 20 years, working in .
different industries, including schools and Training Days plus offers the chance

office based businesses. Media work has to attend twice yearly European

included GMR, ‘The Magazine’ and ‘Natural Conferences
health and beauty’ magazin

How Can We Help You:

DIANE ATKINSON " Increase your circle of contacts and
network with fellow professionals
Otherwise known as the IT across Europe

Angel. Diane, a North West
member started her own
companyCressida Ltd in 2004

which offers bespoke Microsoft

Opportunity to listen and learn from
top guest speakers with exclusive

training to external companies, access to some of the best venues in
groups and on a one-to-one the country

basis as well as seminars and

presentation " Expand your horizons: develop your

knowledge, skills and above all -
european  www.euma.org/unitedkingdom confidence
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| am delighted to welcome you to the
relaunch of Impetus - the UK e-
magazine for EUMA.

Impetus will be focusing on developments
within EUMA UK, forthcoming European as
well as UK events plus issues such as health,
wealth, career, travel, venues and training.

Its been a busy year so far for EUMA UK: two
new exciting appointmentslLesley Watts as
UMA UK's new Chairman andCarol
Gourlay as the East of Scotland’'s new
Regional Chairman. A big thank you goes to
Gillian Richmond, who after 3 years as a
fantastic Chairman for EUMA UK has finally
stepped down. However, we are not losing her
entirely as Gillian is standing for election as
European Chairman which takes place at the
lgctoberEuropean Conference in Brussels

Great opportunity for EUMA UK who will be
exhibiting for the first time at thé&lational
Incentive Show at the NEC in Birmingham
next month. Plus, we are once again
exhibiting at the Times Creme Executive
Secretary & PA show which returns to
Manchester on 28 to 29 November. So, if you
happen to be visiting either show, please drop
by our stands and say hello.

—F

There are some super events taking place over
the next few months (check out the dates for
the diary page) — including our annudK
National Training Day in London from 21

to 23 September Top speakers, informative
and interactive workshops together with a
wonderful social programme lined up. So
don’t miss out!

In the meantime, if you have any news or
views you would like to share, please get in
touch.

Georgie Dutton
Editor

georgina@gdutton5.orangehome.co.uk
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Marie-France Grimonet talks about the Anglo-Frenchpartnership
between Dijon and York

Would you fancy having Yorkshire pudding with mustard and a nice bottle of
Burgundy wine?

Seriously now... the town twinning association between Dijon and York was set up 50 yeanschbbecame
Deputy Secretary in spring 2006. My aim was to find opportunities to keep-up with mytEnglis

Never would | have thought of being involved in organising a painting ana @xbibition a year later at a
town house in the heart of Dijon.

Ahead of us, was a good deal of administrative work, and it wasdgjnat we would seek help from three
students. Indeed, in France when taking a secretarial exam (B:years post A Levels) it is compulsory to
have an oral test where candidates summarise five case stindtbss exercise they must prove their ability to
be pro-active, and taking initiatives as well as organising skills.

As a member of the examiners each year, | realised howudlifficcan be for the students to find motivating
case studies. Our students had a good level in English and we hadtlia twinning with a secretarial college
in York but did not succeed in finding such a school!

Dealing with the media was quite an experience for me, annouti@ngvent live on the local radio, etc.... |
enjoyed meeting visitors from different countries, and surprisiogstich as a French Officer serving in the
British Navy!

If you would like to know more about our York-Dijon counterparts, and should you thavdetails of a
secretarial college in York, please feel free to contact me.

Marie-France Grimonet, member of the EUMA Web Team can be contactedt: mfgrimonet@yahoo.com

South East member
Sandra Collins s
undertaking a bush trek
along the Rift Valley in
Tanzania this October
on behalf otActionAid,

a unique partnership of people who are fighting I "

for a better world. ActionAid is one of the #$ % | &
UK's largest development agencies, working in )
Africa, Asia, Latin America and the Caribbean.

If you would like to support Sandra and
ActionAid by making a donation, please visit
the web site:
http://www.justgiving.com/sandraandzygqgy
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The number of female senior managers
working in UK businesses has declined steadily
over the last 5 years according to a survey by
PricewaterhouseCoopers Figures show that in
2002, 38% of senior manager positions in the
FTSE 350 were filled by women compared to 22%
today. One of the main reasons cited is the
growing cost of child care. London had the
highest proportion of senior female managers with
7% with Bristol having the lowest number at just
2%.

Source: Fleet News (22 March 2007). Visit
www.fleetnews.co.uk

Long time veteran of direct marketing, Avon, has
brought US oscar winning actress Reese
Witherspoon on board as 'global ambassador'.
Ms Witherspoon will be involved in product design
and advertising, with a view to injecting some much-
needed glamour and vitality into what has become &
rather outdated organization

Avon has been quoted as saying that the actress
‘embodies the drive, commitment and
entrepreneurial spirit that is at the heart of the Avon
representative’.

Avon's approach to winning women's trade has come¢
under increasing competition of late, with the
convenience of the internet and lure of versatile
high-street shops. In response, Avon is to double itg
spend on advertising which, despite the legendary
status of its 'Ding dong! Avon calling' tag line, is
regarded as somewhat outdated. And yet, an Avon
lipstick is still apparently being sold somewhere in
the world every three seconds.

Source: ‘Management Today’ (August 2007)
http://www.managementtoday.co.uk/MarketingSales/Arti
cle/675170/ding-dong-witherspoons-calling/.
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The golf course has always been the place
where men do business and make contacts.
However, more women are coming to
recognise that the fairways of their local golf
course are a good way to get ahead in their
careers and do some networking of their
own.

More business women are becoming regular
players and using golf as an opportunity to
network, build relationships with clients and
explore new career avenues. Learning golf is
hard and it can take 12 months to achieve an
acceptable standard. However, according to
figures from the English Ladies’ Golf
Association, club membership has grown from
94,000 in 1990 to 125,332 in 2006.

Source: The Mail on Sunday (15 July 2007). Visit
www.thisismoney.cok
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The UK's only exhibition dedicated to top
level PAs and Executive Secretaries is once again
coming to Manchester this November. The show
regularly attracting around hundreds of visitors, all
of whom will have the chance to network with key
industry players, source new business contacts from
exhibitors with PA-related products and services,
plus broaden their knowledge and skills.

EUMA UK will be also be exhibiting, so please
come along and visit us at our stand. For those who
would like to help on the stand, please contact
Rebecca Campbell atarriec@yahoo.com

Don’'t miss the chance to hear our own Sue France,
Times Creme & DHL PA of the Year 2006 who will
be one of this year’'s seminar presenters.

Entry to show is free. To register and find out more
about booking seminars,
visit www.thetimescreme.co.uk
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How often do you change the fon
size? Most people use font size 10
12. If you are making a sign or a pos
and want larger font, do you use t
drop down list for the font size ar
select a number? The chances are
make it too big and have to make
smaller. Did you know that you c4

key in any number into the drop down

list? You don’t have to use the numbj{
displayed.

But why guess when you can see
font growing before your very eyes.

Here’s the trick. Highlight the word (¢
phrase, or even the whole docume
Hold down the Ctrl key and press ] (t
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Think: I'm in control

Develop routines

Have a weekly planner

Prioritise

Keep your desk clutter free

Delegate clearly

Set deadlines — and stick to them!

Don't procrastinate

Learn to say’no’

Credit yourself for what you achieve each day
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Source: ‘Management Today’ (May 2007). Visit
www.managementtoday.co.uk
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square bracket to the right of the let

P). This will increase the font size by

one point. If you hold down the ] k

the text will increase one point at a tirfpe
until your eyes go funny. Then you cphn
make it smaller by pressing Ctrl and the

[ key.

This will work in Word, PowerPoin

Publisher, FrontPage and Outlook (:lot

[

of

Outlook Express). A great feature
this trick is that it keeps different fo

sizes in proportion. For example if the
title was 12 point and the text was |LO
point, using Ctrl ] to increase the foht
will always keep a 2 point differende

between them, therefore always kee
the title larger than the text.

Diane Atkinson
Tel n0:01625 252 352
Mobile: 07887 610 340

To subscribe to Diane’s monthly tig
please visit:

www.cressidasolutions.com
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smart PA

Incorporating SMART BUSINESS TRAVEL

LUXURY TWO WEEK HOLIDAY,
A CRYSTAL TROPHY, COMMEMORATIVE
CERTIFICATE
AND BE PAMPERED AT A CHAMPNEYS HEALTH
RESORT!

Everyone who enters this year’s awards will receiva
free gift from our headline sponsor Avery Dennison
Products!

For further details and an application form, please visit ouf
website at:

www.euma.org/unitedkingdom
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When Lesley Met Darr

EUMA UK Chairman, Lesley Watts tells
of her audience with Cricket legend and
Strictly Come Dancing star, Darren Gough

(Above)Lesley with Darren Gough

| recently attended an excellent local event - “An Audience Widinren Gough” at Doncaster’'s new
KeepMoat Stadium. Darren, looking much tanned, was introduced to tleneaigiromptly at 6.00 pm,
and during his presentation Darren answered questions from the a&udiea informal and relaxed
style. Darren, being a local lad, was very much at home herm dact had several old friends in the
audience. Sporting stories came thick and fast and the audience loved his humoroussanecdote

Darren informed the audience of how he had originally been a foamthmalt had switched to cricket
quite early on when he realised he was not that good at footbdlicoudse all the women in the
audience were more interested in his success in Stricthe@ncing. Darren explained that he had
told his agent that no way was he interested in doing that programthaelvas until his mum and
grandma found out about it and pushed him into it!

* H## PSP+ %, #H-*W%
CHE L, , 0% Y %% *$ % 1 H(

The challenge of being the new Captain of the Yorkshire Cricket tegust part of Darren’s exciting
future that also includes plans to open dance studios throughout the countdungl,the winter
months, travelling on cruise ships where ballroom dancing will béhitree. How versatile is that?
And to think he almost turned down the dancing! As with the challehgpallroom dancing it shows
that with effort anything is possible. It also proves that elaargtshould be considered carefully before
being ruled out. If being Captain requires instilling enthusiasm intteaim, then | have no doubt that
Darren is the certainly the right person for the job.

Darren is proof that by applying yourself and not giving in the skifyrisathe limit. He has had many
setbacks in his career, mainly due to sporting injuries, but hakintiis deter him. His talk was
inspirational as here was somebody with the same background of nibstaidience and he has had
such a successful life. What was highlighted at this eventhveastthad been a sell-out. This proves
that if you provide an interesting speaker there are people out therargviaglling to go straight from
work to attend. Also the audience was people from all walkseof lifhad a hairdresser sitting on one
side of me and on the other side was a solicitor. The atmosphsrgreat as Darren had lifted the
crowd’s spirits and the conversation flowed easily. It really was anlemxteiotivational night.

EUMA is an organisation that runs similar events, albeit with weh shigh profile speakers, but
nevertheless very interesting speakers. | would urge you to atterd these events as it is surprising
how you can benefit from not just listening to the speaker but fnermétworking element too. We too
have members from all walks of life and word of mouth is alwhgsbest form of recommendation so
remember your EUMA colleagues are useful contacts to have.

european  www.euma.org/unitedkingdom 7



SOUTH EAST REGION

Having only taken over the Regional Chairman’s roldn December 2006,
Victoria Darragh talks about the successes so farsavell as the everyday

challenges for PAs

Since taking on the role of
South East Chair back in
December 2006it has been a
very busy period for me and the
SE members with putting together
an interesting and exciting events
programme for 2007 for members
and non members.

We have run a number of
successful networking
evening events in the South East
this year (January, April and 23 #*351%% 4 %
May) and would like to take this CH#H- 0# #1
opportunity thank everyone that Ty )
has attended or helped out with 4 $+&,#.0 #
the events. In particular our *OB* +H-$ #H-
speakers so far from Octopus # x4 4 $H
Communications, Mason Rose )

and Gordon Yates also our hosts o# $*$& $4#'
City Inn Westminster, The 05' " $§ $ % $#
Capital Hotel, Knightsbridge and 116

the Novotel City South, London :

Bridge.

We had a fantastic time at the Jomlng In

Being only 24 myself and with
so many diverse ranges of ages
in the EUMA membership | don't
feel this is certainly the case for
us but maybe could have been in
the past. So this year | will
certainly be spreading the
message to everyone that it
doesn't matter what age you are,
or from what background, if you
are serious about your profession
and want to join a fantastic
network like EUMA then talk to
me! | personally feel there is
much to be learned from my
peers and also people of my age
group and you should never
presume to know it all.

Events
It also seems that people think
that PA networks seem to be
covering the same topics time
and time again. Whilst this may
be true in some cases, it is

Times Creme - a very good Talking to Senior PAs/ Executive certainly not how we intend to be
exhibition indeed, bustling with  Assistants everyday through my at EUMA.

lots of stands and atmosphere. work and personal life it seems to

And | would like to thank my e that PA networks have a bad reqularly speak to South East
fellow ~stand manners Sandra reputation at the moment. The members over a social dinner

Collins, Tina

Heddington, term 'fuddy duddy' or 'pearl and

every few months to get a feel

Madeleine Jones, Lesley Watts, twin sets' spring to mind on more 5, \what people want to learn
Gillian  Richmond and Kate than one occasion and it did make ,ore about or if they would like

Bacon in particular for donating @ me think is it really like that?

fabulous prize: free place on her
Virtual ~ Assistant  Coaching
programme worth £800!

www.euma.org/unitedkingdom

to gain more contacts in a
specific area. Topics such as



how to network often
do crop up every year
and this is something
that people need to be
reminded of but we
will be trying our best
to put on though

provoking and interesting events for

members, and non members are also
welcome to contact me if they have any
ideas or need more training.

The Work-Life Balance

Mental health/stress  and general
wellbeing are topics that the press are
mentioning a lot at the moment. With us
Brits working the longest hours in Europe
(and being the least productive apparently),
this is something | would very much like
to focus on this year and next and | got to
thinking (a classic line from Carrie
Bradshaw Sex in the City, damn | miss that
programme), why are we spending So
much time in the office and leaving so
little time for family and friends? Do we
really lower our chances of promotion and
good pay rises if we just stick to our 9-5
hours? And if so, do we need to be
reminded that there is such a thing as OUR

| have often said to my CEO one of the
frustrating parts of my role asa PA is the
amount of emails | receive on a daily basis re

meeting requests (I can see some of you

nodding away whilst reading this).

| always try to be very proactive in picking up
the phone instead of typing out an email but

nobody ever seems to answer their phones so

| leave the trusty voicemail (never quite sure
if it reaches them), yet if you send an email
you will get a response in 5 minutes flat or

people never get back to you, one extreme to

another, how does that work exactly? Email
Management | personally find very hard, with

a message popping up at least once a day

saying my inbox is going to stop working if |

don’t clear it out, yet | forever seem to be
deleting but the incoming emails are thick and
fast! Emails: friend or foe? | am very open to

any tips or advice anyone has to offer about

organising the dreaded inbox

If you have any tips and tricks for
managing your email inbox you would like

to share, please send them to the Editor

at:  georgina@gdutton5.orangehome.co.uk
for the next edition of Impetus.

LIVES?

| myself am guilty of overtime usually in
the office at around 7.30am every mornin
but recently | caught up with a PA frieng
of mine. We used to work together at m
previous job, and it had been over a ye
since | last saw her even though she liv
around 15 miles away from me. It was S
good to get caught up but at the same tin
| felt so guilty that | had left it so long,
sure we had contact by email and pho
but its just not the same.

Email Overload?

This then brings me onto my next thing,
face to face communication seems to ha
gone out of the window in the last fev
years, and in fact conversations @
the telephone also seem to be going tf
way too. We are a nation obsessed w
emails!

Victoria’s top London choices for conferences:

Being as this is a network and the name of the game is to h
each other out, | thought | would let you know of some

elp

conference facilities that | have used in the last year that | am

recommending to my fellow PAs.

Crown Plaza, Blackfriars: Great location and practically
right on top of Blackfriars station. | have used this venue on
several occasions. What | most like about the hotel as well 3
meeting rooms iBar 606. The drink selection and atmosphers
is great in there, they used to have a soul singer in there on ¢
Thursday night who was great, really set the tone for the
evening.

Holiday Inn in Bloomsbury: Fantastic location, have use
this venue for an evening dinner and also for various team ay
days last year. They have a great room on the ground floor t
booker suite which is very spacious and the air conditioning i
just right! Plus they have an area outside this space which is
great for a drinks reception before a dinner.

S the

”

d
vay
he
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CAREER MATTERS

GOING SOLO

Kate Bacon explains how she changed from being a Ré&
VA

| learned to type when | was 18
years old; my Mum made me!

I'd recently left school after
completing “A” Levels and didn’t
know what | wanted to do.
Although I'd studied Art | didn't
want to apply for university
immediately and needed to start
earning a living.

Sight & Sound, the college |

attended in Charing Cross Road no
longer exists — all | remember is
sitting with large headphones on all
day tapping away to learn the
QWERTY keyboard. Yes, on one
of those old fashioned manual
typewriters - although we were

elevated to electric typewriters by
the end of the course. 50wpm later
it was time to start looking for

work.

Without any previous office
experience | started by temping. |
worked at a number of junior jobs,
battling with carbon copies and lots
of Tippex (how wonderful that we
now have personal computers!)
My first “real” office job was as the
Receptionist in a language school
on Piccadilly, teaching business
people and Foreign  Office

End and then moved into a
Legal Secretarial role working
for a partner specializing in
Entertainment Law. With a
brief temporary spell in
investment banking | moved to
Seattle, USA (on a whim) after

the split with a long-term
partner.
Working USA

I’'m going to gloss over my
immigration status which may
explain the reason that my jobs
in the USA could not be
considered a “promotion” in
terms of my career. | mostly
worked as an Administrative
Assistant, which is more of a
“secretarial” than “true PA”

position. Initially, | had the

opportunity to work for a couple
of months at the Microsoft head
office (or campus) as it is

employees the languages neededygnown in one of 26 buildings.

for their next postings. | remember The job was quite mundane and The
long periods of boredom and lots of ;,yolved updating a marketing introduced

coffee-making.

events calendar (although the
choice of cuisine in the “staff

| remained in Seattle for 3
years the last 18 months of
which | worked in one of the

large regional banks, latterly
in HR. Again the job was

pretty much pushing paper and
not exactly taxing. The

biggest difference | noticed in
Corporate America compared
to the UK was the seriousness
with which office behaviour

was taken. You didn’t get any
“nudge, nudge, wink, wink

jokes” and sexism (and all
other “isms”) were not

tolerated in any form.

Starting Up

After returning to the UK |
moved to Brighton and
thought, like many others, that
it would be quite normal to
commute to London on a daily
basis. | soon became
exhausted from the four-hour
commute and wondered what
I'd let myself in for. Luckily |
was on a contract basis as PA
to two directors at an
international management
consultancy, so after 3 months
| was free to set up my own
VA business.

concept had been

to me by a
Brighton-based life coach, and
was something completely

| graduated to the role of PA for a gnteen” quite made up for the new to me in 2003.

property company in the West

work!)

www.euma.org/unitedkingdom
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CAREER MATTERS

| joined the 6-week VA
Mastery Course, then run by
coach, Ginny Bailie, and
jumped in at the deep end!

| really didn’t know what | was
doing and literally learned on
the job by trial and error. The
biggest challenge was learning
how to motivate myself. In
paid employment you
continually have bosses giving
you tasks to complete within
specific deadlines. Once self-
employed it's entirely up to
you...which when business is
quiet can be quite difficult!
I've overcome this challenge
by making sure | am regularly
coached around my business.

Virtual Coaching

Coaching Development was
one of my first VA clients.

They run one of the only face-
to-face International Coach
Federation accredited coach
training programmes in the
UK. | worked with them as

their “virtual course

administrator” and, as they
wanted me to explain from an
experiential point of view what
the course was like, they put
me through the training course!
At the end of the first day |

was hooked and knew | would
somehow build coaching into
my business.

It was not until last summer
when | began working with
business coach, Judith Morgan
that | began to develop the idea
of creating a VA training
course myself

www.euma.org/unitedkingdom

It seemed ideal to combine
my experience of starting and

2 +,,*%& %% ,

* 0
developing my own VA 4*% , #HA $#
business with my coaching 1#$/$ 1 * % (
skills. The first VA Business 0 _
Start Up Course commenced : /g#ol $ # .
in February 2007 and the &#$ -%% [ +#
group has just graduated. ’/ , #-$ ** $H
I'm developing my business &H1L% S 48 * & &

to also work with existing
VAs offering individual
coaching by phone as well as
a series of Expert Tele-

L% (& *%7
1%# . $* $ % -

Classes to enhance $# #-4 & 4
knowledge specific  to 4% ** * Q8 FL +
running your own VA 0
business. 8-% . &%%$!6
/7 8 + 9
= <

Carefully consider how you will feel working
alone

Need to motivate yourself
Be technically competent
Good at managing

Have entrepreneurial fl¢

More information on Pier to Peer Coaching can be found at:

http://www.piertopeercoaching.com

Or contact Kate on:

Phone:+44 (0)1273-719398
Fax: +44 (0)8701-303791

For Kate Bacon VA, email:
kate@katebacon.com

or visit http://www.katebacon.com
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HEALTHY EATING

TOO BUSY TO EAT

Barbara Louvrou looks at how by making a few change we
can all eat healthily whilst on the go

[ We are all busy people with busy lives wanting good food instdgt
sez s You dash out the door in the morning only to remember it was theiffirst
your good intentions worked - you managed to get some lunch prepared and
you've forgotten it. We’'ve all done it. Lunch time arrives andve/eo
time to leave our desk. So as our friend goes to do the sandwiclgau
ask her for whatever because its easy, and wolf it down not evieg ¢
much thought, or even do without — yes our lives have changed dramatically
in the past 50 years and time is precious so what can we do?

Well, here are just a few tips for those lunchteneergencies:

Forgot your lunch - On your way into work stop at a supermarket — not my favopidee but drastic
measures need drastic action and they have some great choices in seme plac

Pick up a salad try to avoid the pastas and look for protein to fill you up and a pikefreit or fruit salad for
later — you will feel more energised

Dips like hummous or tzatziki with some veggie sticks are easy to eat and agytfopid satisfies you sooner

Take advantage of special offers pick up a couple and keep them in the works fridge, savesamnghto
think about it every day - granted you've not all had the same idea.

Pick some fruit up from home or on the way in, a great snack filler or even lunghakes no time needed to
prepare

Buy yourself a supply of nuts, seeds and dried fruiike goji berries and blueberries which take a long time to
nibble on. (great for sprinkling on your salads too) A handful of thesgraat if there’s no time for lunch — (I
always carry a supply in my handbag for emergencies).
There are some wonderful combinations now that are tasty and nutritibelsng sure you have something with
you will stop you eating too much of the wrong foods especially wbencgme home in the evenings when you
are not going to be burning off that energy. Be prepared. Good hunting.
Barbara Louvrou from Pro Balance Personal Training and the WellWags be contacted at

be @thewellworks.co.ukor on0161 8334777 Alternatively, visitwww.pro-balance.co.uk

The WellWorks, Pro Balance Fitness Studio, Lloyds House, Jacksons Row
Manchester M2 5WD

www.euma.org/unitedkingdom 12




TRAINING

EUMA UK NATIONAL
TRAINING DAY & SOCIAL
WEEKEND
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Informative, interactive and  practical workshops with 2 of the UK's
top presenters and inspirational speakers:

‘Sharpening the Diamond Within' - Carmen MacDougall from cma
coaching and training

Developing Synergy with your Boss - Susie Stubley from Castalia
Coaching Ltd

Plus, Meet the PA Panel! Your chance to pick up tipsa nd advice
from some of the best PAs in the business! Including:

Sue France - PAto Bill Docherty and Training and Marketing
Manager for Persuasion, EUMA UK Training Officeran d
The Emeritus Times Creme & DHL PA of the Year 2006

Lucy Smallwood - PA to David Marks and Julia Barfield of Marks

Barfield Architects The Times Créeme & DHL PA of the Year Runner
Up 2006
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TRAINING

Janette Dardir - PA to the Group Director of Strategy, Business Development &
Innovation at Telefonica SA, and member of EUMA UK

Alexia Padgham - Personal & Virtual Assistant  who is self-employed with her own
company - ‘Your VA', & recent winner of the National VA of the Year 200 7 (under 18
months in business category)

Plus, much more-
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PA INTERVIEW

TIMES CREME OF THE CROP

One year on, Sue France Times Creme & DHL PA of th¥ear
2006 tells us how winning the most prestigious awds has
changed her life!

(Right:) Sue

France Q: How has winning title of
Image courtesy of

Manchester I_DA of the Year changed your
EveningNews life?

Winning The Times Creme/DHL
2006 award has meant more to me
than | could ever have imagined and
it has amazed me just how much
prestige and recognition this award
has.

When my boss, Bill Docherty told

me he was going to enter me into
the competition, | thought how nice
it was that he appreciated me.

When | was awarded the prize at the Times Créme ExhibitioMan 06 | was absolutely elated and
overwhelmed to realise that | had been chosen out of the many worthy candidates.

Following the wonderful prize giving where | felt so special, ereed many congratulatory messages from
friends, clients, colleagues, acquaintances and people | had workearigryears before or I'd never even
met before! The best feeling is knowing just how proud my 2 darsghte of me! The absolute bonus prize
of course was 2 fabulous weeks in Cape Town — a once in a lifehohtay that my daughters and | will
always remember.

Since winning the award | have been asked to give one to one co&mhig of Persuasion’s clients and
classroom type training for PAs; speak at PA conferences idKhdéreland and Cyprus and | have also been
encouraged to write a book to pass on my insights into how to become the best PA you can.

| have also recently presented on “You too can be PA of the de#ne Times Creme Exhibition in London
and was really pleased to receive many e-mails on how | had helped thedPdmgtimy seminars.

Q: How did you start your career? Did you always want to be a PA?

| started my career by attending a 2 year secretarial course and tharelseshorthand typist and started
in the typing pool at Arthur Andersen, and later became a secretary at Arnttheirs@n and was there for
almost 20 years. Over the years | have worked for many managers andsparfaéhur Andersen and
worked my way up becoming a senior secretary, team supervisor, events nagogersonal Assistant to
the Head of the Division and then PA to the Managing Partner at Arthur Andersendahegtanm.
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In 1995 | attended University for 2 nights a week for 3 years asdawarded a
post graduate diploma in human resource management and became a nfembe
the Chartered Institute of Personnel and Development (CIPD). | theas
promoted to become part of the global training team as trainingager
responsible for 600 secretaries in the UK.

Q: For anyone coming into the profession, what wodl be your 3
top tips?

Join a network like EUMA so that you can network with like minded
people and also have a chance to practice skills that you may not be able
within your rolee.g chairing meetings, presenting and organising e\

Keep a positive and proactive attitude.

Be flexible and open to chang

: . >7? #$
Q: How did you come to join EUMA and @

how has it helped you? What is your won
role within EUMA?

| started attending EUMA meetings about 9 years ago
and my membership helped me through my * ok

redundancy period having supportive and like minded 1A
people around me.

It also helped as | had belonged to a huge organisation for nearBa® and | was ‘institutionalized" - it felt
good to still have a group to ‘belong’ go.

Being a member of EUMA has also helped me to market Persuasion and weihaglel@nts for my boss Bill
Docherty to work with either as a one to one coach or as a motish8peaker at away days and conferences.
In return Bill has done many training sessions for EUMA and yb& he presented at the very successful
Cyprus EUMA training day. | became the events officer for the UK Norkt\égion in 2002 to 2005 and then

| became UK EUMA National Training Officer in 2005 to the present day.

Q: What have been your best and worst/embarrassingaceer moments?

| have 2 best career moments — one has got to be winning the awldrd dfmes Créme PA of the Year 2006
and the other was graduating at University as a mature studi@nmggmy post graduate diploma in Human
Resource Management.

My most embarrassing moment in my career was when | yasi@ secretary and | had helped organise an
important Arthur Andersen leadership meeting with the top Parreensaround the UK attending. | was left in
charge of the conference desk whilst they were all in the rde room. One of the Leading Partners needec
to leave the meeting early and had asked me to order himta takie him to the airport. He came rushing out
of the meeting in order to catch his plane with his coat slung oveghtsarm and in his left hand he held a soft
briefcase and the zip on the briefcase was open and his paperalmest falling out. He came to me and
asked if his taxi was waiting and | told him it was and where to find it and added “pasrapen”.
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He looked at me and opened both arms and quickly took an embarrassed lockt dhasvtrouser zip. | (with a
red face) said “I meant the zip on your bag as you will lose papers”. We were both embarrassed as he
rushed out of the room trying to zip up the bag and | was trying to stifle my lasgh.have a giggle now when

| think about it.

Q: Do you think that things have improved for PAs @er the years or are there still
challenges to overcome, and if so, what are they @ulo you have any solutions?

| do believe things have improved for PAs. We are no longer there just to type and kesp diamny bosses
do more of their own typing and admin work now. PAs are more heavily involved in the managel@ent
things and often have supervisory responsibilities. They often take on event mangdgpically attend board
meetings and offer advice and support - some even have their own secretaries!

The main challenge is to overcome change aversion — accept it - embracekeaad/tntage of it.

Q: What does your current role involve, how long hae you been there and
what do you like best about it?

My current role is PA to Bill Docherty of Persuasion and | have worked witlsiBitle 2002. (I also used to
work for Bill in my previous role for 3 years.) Bill not only develops and coaches omgoitation skills,
networking skills, presentation skills and on how to grow businesses, he is anionatmabtivational speaker
and is also the Chairman of the Institute of Directors in Manchester and thien@inaif the YMCA Manchester.

| help Bill to promote his book on negotiating and Rainmaking astieleich are also on our website. | am also
about to learn how to manage and change our website. | have an oBitsihome where we work from and
therefore | often get involved with domestic matters like superyigorkmen and helping choose colours for
rooms. | do all the general secretarial duties of keepingedjaanswering the phones, taking care of his e-mails,
sending out invoices, helping to put bespoke presentations togetherchieshasing up leads, etc. | am also his
chauffeur on occasion taking him to the train station and airpotso In@arket Persuasion by attending business
networking lunches, meetings and events to gain more clients. nlisegaublic training courses for Persuasion
and attend them and also take part in them to help the delegates.

Best thing about my job is that | am encouraged to learn and haveg pleapportunity to do so whether it |
from Bill himself, who takes time to teach me for examples@néation skills training or whether it is by research
that | do for Bill's or my own training courses.

Q: Who would you say is your most admired/inspiratimal person and why?
| admire my boss, Bill Docherty — he is full of fun and a true motivational and insp@hperson.
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He believes in himself and nothing fazes him. He has so mamidahcluding being a master at communication
and Neuro Linguistic Programming. He is a magician, a hypgneati€hartered accountant, a Chairman of 3
companies, a very good violinist and he still makes time to skivaifees a year and take holidays. He takes
pride in his work and loves to help people. If ever | have a problemyokiad he always offers to help and he
genuinely cares and appreciates the work | do.

Q: What would be your motto?
I live by 4 mottos really which are inter-related and | repeat them to seamgtaries:
When you wake up - choose a ‘can do’ positive attitude
Seize the day
If you don't ask you don’t get
Never be in a position to say “l wish | had done — JUST DO IT”
Q: What next for Sue France?
| would like to learn more about Neuro Linguistic Programming fRithDocherty who is a Master Practitioner —
it is fascinating and useful in every day life not just in training.
| want to learn more about the difference in cultures and the different waysel@dgo do their job depending on
what country they are from — | would like to make this my specialty.
| am writing a book calletPA Training: The Definitive Secretarial Handboak¢luding a chapter
on 'Confessions of a PA/Secretamiich will be published in 2008. The handbook is aimed primarily at PAs and

Secretaries to act as a friend and coach whenever they need one. Bossiss eayn a thing or two as well!

I would also like to do more secretarial training and presentiffatonferences and coaching of PAs as | really
enjoy the satisfaction from using my knowledge and experience to help others.

As UK National European Management Assistants Training Officend two proactive EUMA colleagues -
Georgie Dutton and Victoria Darragh, are organizing the next UKIElraining day taking place in London on
22 September 2007. As a result of my successful seminars atntke Tréme Conference and exhibition in
London, | have been asked to present at the next two day PA Tige® Conference taking place in Manchester
in November 2007 which | am very much looking forward to.

Don’t miss the opportunity to hear Sue speathatUK National Training Day on 22 Septembel
2007 in London Sue will also be presenting one of the seminaffiatTimes Creme Executive
Secretary & PA Exhibition on 28 and 29 November in ManchesterTo register your interest,
please log on tawww.thetimescreme.co.uk

To find out more abouRersuasion please visitvww.persuasion.uk.com
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TRAVEL

Warsaw was the setting for the
EUMA Spring Council Meeting and
Training Day in March 2007 where
EUMA members had the opportunity to
sample the welcoming Polish hospitality
whilst exploring a city which is rapidly
developing into a very modern and
stylish metropolis as Georgie Dutton
discovere.

WITAJCIE W
WARSZAWIE!

Poland, situated at the heart of Central Europe has suffered aecebdpistory of oppression and
occupation - in particular following the end of the Second World Wherwit had to be

completely rebuilt. Nowadays, Warsaw is a vibrant and growitygwhich offers visitors a

wonderful mix of both the modern as well as the historic sucth@®©td Town, which is now

included on the UNESCO World Heritage list.

With its luxurious hotels, numerous museums, art galleries andebewit to mention good restaurants and bars,
cosmopolitan shopping malls and historical buildings, its no wonder Wasdascoming increasingly popular as

a short break destination.

Where To Stay

Highly recommended is theotel
InterContinental Warsaw
(www.warsaw.intercontinental.com

What To See

Warsaw has 48 museums as well as 74 art galleries including:

Wilanow Palace
National Museum

Warsaw Historical Museum

Other hotels include:
Hotel Holiday Inn (www.holiday-
inn.com/warsawpoland

Best Western Mazurkas
(www.mazurkashotel.pl

What To Do

Visit the Old Town: includes thdRoyal
Castlewhich was rebuilt during the 1970s

The New Town:home to th&rasinski
Palacewhich houses the Special Collections
of the National Library plus th@ewing
Terrace of Pragafrom which you can
admire the view on the Vistual River.

Where To Shop

Nowy Swiat Streetwhere you can find some of
the best and most elegant shops, restaurants a
cafes

Shopping Center Arkadia
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Maria Sklodowska-Curie Museum
Frederick Chopin Museum

Museum of the Jewish Historical Institute
Museum of the Warsaw Uprising

Where To Eat

Folk Gospoda(Walicow 13) — traditional Polish inn
offering local cuisine, music and hospitality

U Fukiera ( Rynek Starego Miasta 27) — most famous
restaurant in town which has attracted a number of well
known celebrities from Henry Kissinger to Naomi
Campbell

Honoratka (Miodowa 14)— a one time favourite eaterie
of Chopin’s

Further Information

Online www.warsawtour.pl

Polish Tourist OfficeTel London 08700 67 50 12
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FORTHCOMING EVENTS & CONFERENCES

EUMA NORTH WEST

18 September 2007
The Art of Creating Magical Events

5 October 2007
Crisis Management

November 2007
Christmas Food Demonstration

EUMA EAST OF SCOTLAND

25 September 2007
Understanding Body Language & People

23 October 2007
How to get that Work/Life Balance & Develop
Self-Esteem

20 November 2007
Total Body Approach

14 December 2007
Christmas Party

EUMA SOUTH EAST

8 October 2007-with guest speaker Lisa Rogefhie Times Créme & Hays PA of the Year 2007

13 November 2007 Wworking Dinner for Members

November 2007- joint networking event with IQPSGuest speakers Helen Ball & Dick Mullender
from the Metropolitan Policé-ocused Listening — The Key to Great Communication”

4 December 2007 with guest speaker Sally Sedgeman

EUROPEAN EVENTS

AUSTRIA:  1-2 October 2007
Exhibition: Incentives & Events
Hofburg Congress Centre, Vienna 00
visit: www.access-austria.at 2090
Don’t miss the next European Conference taking
place in Brussels from 18-19 October 2007

GERMANY : 24-25 November 2007
Autumn Seminar
Hamburg
visit: www.euma-germany.de

For further information, please visit:

Www.euma.org

25-27 SEPTEMBER 2007

NEC BIRMINGHAM
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