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Course Overview

Executive Personal Assistant Operational Assurance Course is a five-day course for executive personal
assistants and senior support professionals who leave with an Executive PA Practice Evidence Portfolio.
Participants control executive work intake, protected time, confidential information, diary conflicts, meeting
readiness, briefing materials, stakeholder communications, travel contingencies, and action closure through
traceable operating records. Executive personal assistant operational assurance is taught by Agile Leaders
Training Center.

Who Should Attend

• Executive personal support functions responsible for diaries, meetings, and protected time
• Senior administrative functions responsible for confidential information and executive

communications
• Leadership-office functions responsible for briefings, papers, and stakeholder coordination
• Executive travel functions responsible for itineraries, contingencies, and readiness
• Support functions responsible for decision logs, actions, and completion evidence

The course assumes participants already handle executive support tasks and leaves out external certification
preparation, strategic decision advisory work, and board governance.

Departments and Industries

The course supports executive personal assistant operations across leadership offices and service
environments.

• Executive offices and corporate services
• Professional and financial services
• Healthcare and education administration
• Industrial, energy, and utility organizations
• Government and nonprofit leadership support

Learning Objectives

By the end of this course, participants will be able to:



• Analyze executive requests, priorities, confidentiality, and time constraints
• Build diary, meeting, briefing, and communication controls
• Apply travel-readiness and contingency coordination methods
• Use action, decision, escalation, and completion records
• Evaluate executive-support evidence against operating criteria
• Build an Executive PA Practice Evidence Portfolio

Course Agenda

Day 1: Work Intake and Protected Time

• Executive Work Intake Triage Form
• Priority and Urgency Decision Grid
• Protected Executive Time Map
• Diary Conflict Resolution Matrix
• Executive Request Escalation Route

Day 2: Confidentiality and Communications

• Confidential Information Handling Decision Tree
• Executive Inbox Action Classification
• Stakeholder Communication Routing Sheet
• Correspondence Authority Checklist
• Sensitive Matter Access Record

Day 3: Meetings and Briefing Readiness

• Meeting Purpose and Outcome Brief
• Agenda and Paper Readiness Checklist
• Executive Briefing Pack Index
• Meeting Decision and Action Log
• Post-Meeting Follow-Through Tracker

Day 4: Travel and Contingency Control

• Executive Travel Requirement Sheet
• Itinerary Readiness Checklist
• Travel Dependency and Contact Map
• Disruption Contingency Decision Card
• Expense Evidence Reconciliation Log



Day 5: Executive Support Practice

• Work Intake and Diary Conflict Exercise
• Confidential Information Routing Simulation
• Meeting and Briefing Readiness Exercise
• Travel Contingency and Action Closure Exercise
• Capstone Executive PA Practice Evidence Portfolio

Practical Exercises

The course uses suggested activities based on professional services, healthcare, education, and industrial
executive offices.

• Suggested activity: triage competing executive requests and protect time using defined criteria
• Suggested activity: route a sensitive communication and record access and authority
• Suggested activity: assemble a briefing pack and reconcile meeting decisions and actions
• Suggested activity: respond to a travel disruption and document contingency decisions

FAQs

Who does the Executive Personal Assistant Operational Assurance Course suit?

The course suits executive personal assistants and senior support professionals who already manage
diaries, meetings, communications, or confidential information.

How does executive personal assistant operational assurance differ from strategic
executive support?

Operational assurance proves controlled execution of diaries, communications, meetings, briefings, travel,
and actions; strategic executive support focuses on decision preparation, stakeholder influence, and
organizational priorities.

How should an executive personal assistant protect executive time?

An executive personal assistant protects time by classifying requests, testing urgency and importance,
resolving conflicts against priorities, recording decisions, and using agreed escalation routes.

How is confidential executive information controlled?

Confidential executive information is controlled through defined access, handling, authority, routing,
storage, disclosure, and escalation decisions with traceable records.



What evidence belongs in an executive PA practice portfolio?

An executive PA practice portfolio contains completed intake, priority, diary, confidentiality, communication,
meeting, briefing, travel, contingency, action, and completion records matched to operating criteria.

Conclusion

Participants take back an Executive PA Practice Evidence Portfolio linking work intake, protected time,
confidentiality, diaries, meetings, briefings, communications, travel, contingencies, and action closure. The
portfolio replaces informal claims of capability with traceable work evidence. It supports consistent
execution, role review, and targeted professional development without claiming external certification.


