UNLOCK THE FULL POTENTIAL OF ASSISTANT-EXECUTIVE PARTNERSHIPS

WHAT OUR POLLS REVEALED &
HOW YOU CAN TAKE ACTION

In today’s fast-paced business environment, a strong and
effective partnership between Assistants and Executives is vital
to organizational success. Through our Partnering for Success
campaign, we’ve been exploring how Assistants can enhance
their relationships with their Executives, better understand
their value, and communicate that value effectively.

In September, we conducted three polls to gauge how well Partnering For Success
Assistants understand their manager’s objectives, strategies, Py

and communication habits. The results provide valuable insight 3?_?2"

into where we are and, more importantly, where we can ‘X"TL”T”’IM:E"‘(“’S

improve to unlock the full potential of this critical partnership.

POLL RESULTS AND WHAT THEY MEAN

Do You Know Your Manager’s Objectives?

Yes: 56% - No: 25% - Vaguely: 19%

While it’s encouraging that more than half of Assistants know their Executive’s objectives, it’s
concerning that 44% either don’t know or only vaguely understand them. This gap can hinder an
Assistant’s ability to prioritize tasks, anticipate needs, and contribute strategically to the Executive’s
goals and Key Performance Indicators (KPIs).

Take Action:

Schedule Regular Objective Alignment Meetings: If you're part of the 44%, set up a meeting with
your Executive to discuss their short- and long-term objectives. Ask clarifying questions, and make it
clear that understanding these goals will enable you to support them more effectively.

Create a Shared Dashboard: Consider maintaining a shared document or dashboard that tracks
objectives and milestones. This will give you ongoing visibility into where your Executive is headed
and ensure that you are both aligned.

How Do You Understand Your Manager’s Strategies?

I speak to them: 30% - I read emails and reports: 9% - I ask other people: 2% - All of the above: 59%

The good news is that nearly 60% of Assistants use a multi-channel approach to understand their
manager’s strategies, including conversations, emails, and reports. However, 30% rely solely on
speaking to their manager, which could leave them missing valuable context found elsewhere.

Take Action

Be Proactive and Comprehensive: To truly understand your Executive’s strategies, adopt a multi-
source approach. In addition to regular one-on-one conversations, take the initiative to read key
emails, reports, and meeting minutes to gain a deeper understanding of the broader strategy.

Ask for Access to Strategic Documents: If you don’t have access to reports or strategy documents,
ask for it! Explain how this access will help you better anticipate needs and contribute more
effectively to the overall strategy.

How Often Do You Meet With Your Manager?
Daily: 24% - 2-3 times a week: 22% - Weekly: 33% - Ad hoc: 21%




The poll results show a wide range of communication frequencies between Assistants and their
Executives, with only 24% meeting daily and 21% relying on ad hoc communication. While daily
meetings may not be necessary for all, regular check-ins are essential to maintaining alignment and
ensuring open communication.

Take Action:

Establish a Regular Meeting Schedule: If you currently meet ad hoc or infrequently, suggest a more
structured check-in schedule. Whether it’s daily, weekly, or bi-weekly, having a consistent touchpoint
will help both you and your executive stay aligned and proactively address any issues.

Set an Agenda for Check-Ins: Make these meetings as effective as possible by preparing an agenda
in advance. This can include updates on tasks, a review of priorities, and a space for discussing any
potential roadblocks or upcoming events. Even brief but focused conversations can make a big
difference.

THE BENEFITS OF IMPROVING THE RELATIONSHIP

For the Assistant:

Understanding your Executive’s objectives and strategies puts you in a more strategic position within
the organization. It allows you to anticipate needs, contribute more effectively, and demonstrate your
value in new ways.

More frequent and structured communication ensures that you’re always in the loop, reducing
misunderstandings and enhancing your job satisfaction.

For the Executive:

A well-informed Assistant can provide higher-level support, allowing the Executive to focus on their
strategic objectives and make better, faster decisions.

When you’re aligned on goals and strategies, your Assistant can become a trusted advisor and
strategic partner, contributing directly to the Executive’s success.

For the Organization:

When Assistants and Executives work seamlessly together, organizational efficiency improves. Tasks
are completed faster, communication becomes clearer, and both can focus on higher-value activities.

The organization benefits from a culture of collaboration, trust, and proactive problem-solving when
these partnerships are optimized.

The organization gets

FINAL THOUGHTS

The results from our Partnering for Success polls have highlighted a few areas where Assistants
and Executives can improve their partnerships to unlock the full potential of their working
relationship. By focusing on understanding your Executive’s objectives, broadening your sources
of strategic insight, and increasing the frequency of communication, you'll be taking key steps
toward not only improving your partnership but also elevating your own role within the
organization.

So, take a proactive approach. Engage with your Executive, ask questions, schedule regular
check-ins, and ensure that you have a clear understanding of where your work fits into the bigger
picture. The more aligned you are with your Executive’s goals and strategies, the more valuable
your partnership will become—for both of you, and for your organization.

The partnership between an executive and their Assistant is one of the most crucial
relationships in any organization. This dynamic duo has the potential to significantly influence
the efficiency, productivity, and overall success of the business.
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