
TIPS FROM A MANAGER … AND HER ASSISTANT!

1. Write everything down! 

2. Observe & listen, then respond. 

3. Save yourself time in the long 

run and ask all the questions, get 

all the details and do all the 

research first. 

4. Establish expectations regularly. 

They change just as often as 

your job description does.

5. Anticipation is the key to working 
smarter - not harder.

What do managers look for in a good EA?
The ability to anticipate the Manager’s needs  
& initiate, as well as being resourceful & 
figuring things out. 

What can Managers do to improve trust 
& communication with their EA?
Be transparent to what is working and what 
is not working. Acknowledge them. 

What are some easy ways for EAs & 
Managers to incorporate wellness into 
their work-lives?
Having the EA workout with them may help 
them both. Also, having frozen fruit available 
for smoothings, fresh veggies for healthy 
snacks & learning powerful communication 
& meditation as to ward off stress!
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Guilty EA Pleasure: Voice control anything! 
It’s ideal for multitasking on the run. 

Favorite Piece of Advice: Every task, 
regardless if it seems insignificant, is an 
opportunity for learning &  growth.

How Do You Decompress? I love anything 
near or on the water: paddle boarding 
through Clam Pass, playing volleyball at The 
Beach Club or boating with friends!

Favorite Productivity Tool: My iPhone 6+. 
I’ve received a lot of criticism for its size, but 
it’s the next best thing to having my laptop 
with me. Plus, considering you’d have a 
better chance of a Bigfoot sighting than to 
see me without my phone in hand, having a 
dual purpose phone is optimal. 

Tool Wishlist: An assistant for the assistant? 
On a serious note, I’ve had my fair share of 
productivity apps that last a week before 
they lose their sparkle. I’d love anything that 
eases the flow of deadline management and 
communication with your manager when 
working from separate locations. 


