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Course Overview

Advanced Executive Support Operations Training Course is a five-day course for executive assistants,
personal assistants, office coordinators, and senior administrators who leave with an Executive Support
Operating System. Participants integrate priority screening, diary protection, meeting governance, executive
communication, travel planning, confidentiality, and stakeholder handling through a continuing
executive-office case. The course shifts support work from reactive task completion to controlled operating
routines and informed coordination. Advanced executive support operations are taught by Agile Leaders
Training Center.

Who Should Attend

* Executive support functions responsible for leadership schedules, priorities, and information flow
* Personal support functions responsible for travel, meetings, correspondence, and follow-up

+ Office coordination functions responsible for executive workflows and stakeholder access

* Senior administration functions responsible for confidential records and action tracking

» Team support functions moving into direct responsibility for senior leaders

The course assumes participants already coordinate administrative work for others and leaves out
entry-level office software and general secretarial foundations.

Departments and Industries

The course supports executive offices across commercial, professional, industrial, and public-facing
organizations.

* Executive offices, corporate affairs, and board support
* Banking, insurance, and professional services

* Healthcare, education, and public-service organizations
* Energy, engineering, and manufacturing operations

* Hospitality, logistics, and customer-facing businesses

Learning Objectives

By the end of this course, participants will be able to:
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* Prioritize executive requests using decision criteria

* Build protected diary and meeting governance routines

* Apply executive communication and briefing methods

* Use travel, stakeholder, and confidentiality controls

+ Diagnose workflow failures and coordinate recovery actions
* Build an Executive Support Operating System

Course Agenda

Day 1: Executive Priorities and Workflow Control

* Executive Support Service Map

* Priority Screening Decision Matrix

* Request Intake and Triage Workflow
* Executive Time Protection Rules

* Support Risk and Escalation Register

Day 2: Diary and Meeting Governance

* Strategic Diary Architecture

* Calendar Conflict Resolution Grid

* Meeting Purpose and Attendance Test

* Agenda, Briefing, and Decision Pack

+ Action Ownership and Follow-Up Tracker

Day 3: Communication and Stakeholder Handling

* Executive Voice and Message Guide

+ Stakeholder Access and Response Matrix

* Gatekeeping Conversation Method

+ Confidential Information Handling Protocol
* Difficult Request Response Framework

Day 4: Travel and Operational Continuity

* Executive Travel Requirements Canvas

* Itinerary Dependency and Checkpoint Map
* Travel Disruption Contingency Plan

* Remote Executive Support Checklist

* Executive Office Continuity Dashboard
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Day 5: Executive Support Practice and Capstone

* Priority and Diary Conflict Exercise

* Meeting Governance and Briefing Exercise

* Stakeholder and Confidentiality Scenario Exercise
* Travel Disruption Recovery Exercise

» Capstone Executive Support Operating System

Practical Exercises

The course uses suggested activities based on executive-office decisions and disruptions.

* Suggested activity: triage competing requests and rebuild a protected executive diary
* Suggested activity: prepare a meeting decision pack and action tracker

* Suggested activity: handle a confidential stakeholder request using an escalation route
* Suggested activity: recover a multi-leg travel plan after an operational disruption

FAQs
Who is the Advanced Executive Support Operations Training Course suited to?

The course suits experienced assistants and coordinators who already manage work for others and are
taking responsibility for senior-leader priorities, information, meetings, stakeholders, or travel.

How do executive support operations differ from office administration training?

Executive support operations focus on senior-leader priorities, protected time, decision preparation,
stakeholder access, confidentiality, and continuity, while office administration training covers broader
workplace services and routine procedures.

What is an Executive Support Operating System?
An Executive Support Operating System is a connected set of intake rules, priority criteria, diary controls,

meeting routines, communication guides, travel checks, confidentiality controls, escalation routes, and
review measures.

How should executive assistants protect leadership time?

Executive assistants should apply explicit priority criteria, test meeting purpose, create focus blocks, manage
buffers, challenge low-value requests, communicate alternatives, and escalate conflicts that require the
leader’s decision.
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How should executive support operations handle confidential requests?

Executive support operations should classify the request, confirm authority, limit access, use approved
channels, retain required evidence, and escalate uncertainty without exposing the information more widely.

Conclusion

Participants take back an Executive Support Operating System containing intake rules, diary controls,
meeting routines, communication guides, travel checks, confidentiality controls, and escalation routes. The
system creates a repeatable rhythm for executive-office work. It helps assistants protect leadership time,
prepare decisions, coordinate stakeholders, and recover from disruptions with clear ownership.




