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THE ART

OF EXCEEDING
EXPECTATIONS
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Liv Wilson
Snr EA to Head of APAC,
Slack



WHO AM | AND
WHY AM | HERE?

Core drivers: M/’" ¥

Connection, Impact, Relationships
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Celebrating
E 50 Years

Values:
Courage, Fairness, Efficiency,

Gratitude, Fun
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PROUD CAREER EA




Full cup:

Empty cup:

Looks ahead &
plansinadvance

Active listener

Collaborative, enjoys
working with others

Emotional Intetligens
Strongwork ethic e

Good writingskills w._
.

Flexible & i
Accommodating

Quickto springin to action
.

Fullof greatideas
andsolutions

Acool head, calm
under pressure

& Breal eye for detail

* Strongcommunicator

~ Integrity and
~ confidentiality

S Empathy & Compassion

Added Extras:
Negotiation Skills
EventManagement
PublicSpeaking
EAAdvocate
Creativity




You’re the

| appreciate
you

Who runs the
world?

7 M ;\\ i Admin Pros

You Rock! g

Merci
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EXCEEDING
EXPECTATIONS

Having a voice and being PROUD of what we do!




“Trusted Partner - trust is the foundation of any
relationship in our lives. In the Executive/EA
dynamic, perhaps nothing is more important than
trust. As our trust has grown, it's allowed me to
bring Liv into any topic of conversation and
empower her to share the responsibilities in leading
the business.”

— MATT LOOP, HEAD OF APAC - SLACK
0000000
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THE THREE PILLARS OF AN EA ROLE

ORGANISATIONAL SKILLS TECHNICAL + CREATIVE PEOPLE + RELATIONSHIPS
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THE EA SHOULD OWN THE CALENDAR - AND NOTHING SHOULD
GO IN IT WITHOUT THEM KNOWING ABOUT IT! é
- ACCESS - THE MORE INFO WE HAVE THE MORE PROACTIVE
WE CANBE! .
- MAKE INCLUDING YOU IN COMMS THE NORM %
EXEC NEEDS TO HAND OVER THE KEYS! &

1o

ORGANISATIONAL
SkiLLs - REGULAR DISCUSSIONS WITH EXEC RE PRIORITIES
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TECHNICAL +
CREATIVE

NSNS

BECOMING SUBJECT MATTER EXPERTS

GETTING OUT OF YOUR COMFORT ZONE TO LEARN NEW THINGS
COURAGE TO MAKE SUGGESTIONS

IDEAS DON'T HAVE TO BE GROUNDBREAKING - SMALL CHANGES
CAN MAKE A BIG IMPACT n

CREATIVE THINKING & SOLUTIONS

CREATIVE WAYS OF BRINGING TEAMS TOGETHER




PEOCPLE +
RELATIONSHIPS

ULTIMATELY THAT'S WHAT THIS ROLE IS ALL ABOUT! %

INVEST IN RELATIONSHIPS ACROSS THE BUSINESS

EVERY EA IS DIFFERENT; EVERY EXEC IS DIFFERENT - EVERY /
PARTNERSHIP IS DIFFERENT! THERE IS NO SILVER BULLET

IT'S OUR RESPONSIBILITY TO DRIVE IT

HAVE VULNERABLE AND COURAGEOUS CONVERSATIONS WITH YOUR EXEC
TO BUILD A STRONG FOUNDATION

SHARE YOUR LIFE STORY m
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“THINGS” EXERCISE!

e Two-way feedback

e Create space to discuss your
partnership

e Take it outside the office if
possible

3 THINGS WE'VE DONE WELL

3 THINGS WE COULD DO BETTER

3 THINGS I NEED FROM YOU

3 THINGS | WOULD LIKE TO ASK YOU
3 THINGS I'M LOOKING FORWARD TO



<

y o\ 0000
4 b cooo
0000

DON’T FORGET ABOUT
YOUR OWN CAREER!

Liv Wilson (shefHen
“» Exec Business Partner dedicated to helping Leaders and their

Trai n i n g / Ce rtifi Catio n S organisations to be successful # | £ Future Chief of Staff

Sydney, New South Wales, Australia - Contact info

500+ connections

Add profile section ) ( More

—
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Your professional brand
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NOMINATIONS OPEN NOW
/\ Why not
. nominate a
Australian
Admin colleague

i Awards E

2021

(or yourself?!)
www.AustralianAdminAwards.com
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Q&A / Open
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Discussion
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THANKS!
ﬁ

Liv Wilson
%> Exec Business Partner dedicated to helping
Leaders and their organisations to be success...

CREDITS: This presentation template was created by Slidesgo,
including icons by Flaticon, infographics & images by Freepik



