
Modern Day Etiquette 
by Kate Spade
1. Making others feel at ease is the essence of 
etiquette, yesterday and today.
2. There are a few words more elementary or 
more welcomed than please and thank you.
3. Good moods are contagious.  Hopefully, yours 
will be pleasantly catching.
4. Be aware and considerate of personal space — 
physical, visual and aural.
5. Showing respect is a gi�, one that costs nothing 
and is endlessly appreciated.
6. Think of your tone of voice as a telegraph. To 
the lister, it speaks volumes.
7. A short fuse does nothing but burn. Should you 
find yourself with one, steer clear of others.
8. Never underestimate the message that’s sent by 
your poise and your posture.
9. Clothes count. Appropriate attire is not only 
respectful, it’s refreshing.
10. Let common sense be your guide and gra-
ciousness your goal.
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1. Clearly define what success means to you and 
what it means to your managers.  The path might 
change every day, but expectations remain fairly 
constant.

2. Loyalty has more muscle than change.  Cultivate 
loyal relationships and you will not only endure, 
but thrive.

3. Leverage your listening power.  Your entire 
world can change in a heartbeat.  The more intent-
ly you listen ― the easier the spin control.

4. Sometimes a change is not the best change for 
you.  Recall the definition in #1? Don’t just do 
what’s easy, do whatever it takes. Complacency is 
for the crickets.

5. SMILE. Change is easier when you smile.  

Name: Catherine Brown
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Guilty EA Pleasure: Organizing my closet by 
clothing type and color.

Favorite Advice: “Keep what is worth keeping, 
and with a breath of kindness - blow the rest 
away.” - Dinah Maria Craik, A Life for a Life

Favorite Tips:
1. As o�en with the case in friendship, some-
times a great EA’s only responsibility is be 
comfortable with silence.
2. Your ability to network makes you infinitely 
more valuable as an assistant. You are an 
extension of the person you assist.
Favorite Productivity Tool: Evernote and Old 
school day planners.

Tool Wishlist: A way to minimize incessant 
“status report” calls, texts, emails, tweets, etc...


