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Seminar Facilitator

Liz Van Vliet
Certified Coach, Consultant, 
Trainer & Podcast Host
My EA Career

Executive Assistant Coaching 
& High Performance Series

What will you take away?
  Build confidence & competence in your ability to influence people & decisions

  New connections with peers who will hold space for you & walk with      
 you as you implement new approaches

  Practical frameworks & language that will allow you to        
 show up differently

  Empower you with tactics & techniques so          
 you can lead from within

Liz knows better than anyone that we are all dispensable. She survived aggressive breast cancer. She teaches how you can adopt 
the mindset of an Executive Assistant that shows up as indispensable or a linchpin without forgetting that we are human beings, not 
human doings and that it’s about progress over perfection as you learn and apply new skills and knowledge.

Level up your skills and lead from within

Part One: 
Friday 7 October 2022

10:30am - 12:30pm AEDT

Part Two: 
Friday 14 October 2022

10:30am - 12:30pm AEDT

Part Three: 
Friday 21 October 2022

10:30am - 12:30pm AEDT

Liz Van Vliet is the founder and trainer behind My EA 
Career and hosts the podcast Being Indispensable. 
She works with executive assistants and administrative 
professionals to equip them with the skills and 
confidence they need to influence more effectively and 
demonstrate the Power Skills to make them a ‘ linchpin’ 
to their boss and organisation.



What can I expect from this seminar?

 Live coaching - Benefit from the knowledge and guidance of  
 a highly engaging, top-rated facilitator and certified coach  
 who’s been there before. 

 Interactive group discussions - Discuss key challenges,  
 workshop possible solutions and share advice. You’ll be  
 placed in small groups to connect with your peers, so come  
 prepared to engage!

 Network with peers who talk your language - Build   
 meaningful connections with other experienced executive  
 assistants to support your professional growth.

 Smooth online learning experience - Facilitated by our  
 experienced IT and Event Teams.    

Take a leap into new territory
The Executive Assistant role is constantly evolving but the challenges remain consistent for assistants who want to differentiate 
themselves from the pack and provide an elevated level of support. Once you’ve mastered the practical skills that enable you to do the 
role of an assistant it’s time to level up and build your capacity to:

• Confidently communicate your needs and that of your executive when stakes (and emotions) are high

• Manage conflicting priorities with professionalism and composure

• Ensure your own personal and professional needs are not an afterthought 

• Adapt and adjust to the needs and personalities of multiple managers

Over three consecutive weeks we will shine the spotlight on these topics. You will gain well researched, practical tips you can go away 
and implement immediately. Each session will include a guided breakout group discussion to share challenges and seek input from 
the collective wisdom of the group. Finally, there will be a hot seat opportunity to receive live coaching and mentoring support from Liz. 
These discussions will enable all participants to benefit from the guidance offered so they can confidently and capably navigate similar 
scenarios.

Who should attend?
This series is designed for mid level executive 
and personal assistants interested in levelling 
up their skills, tackling their big challenges and 
learning through the shared experiences of their 
peers. 

It is recommended you have at least 
3-5 years’ experience as an executive or 
personal assistant. This series will include 
several peer-led group discussions and live 
coaching on more advanced topics so it is not 
recommended for new or junior executives and 
personal assistants.

Live hot seat coaching opportunity: Apply now!
We’re inviting you to the hot seat! What’s that, you say? An amazing opportunity for a select number of attendees to receive live coaching 
from Liz on a topic/challenge of your choice during the seminar. Don’t miss the chance to get direct, personalised guidance and feedback 
from an experienced coach on critical issues that can support your growth!

For further details and to apply please email customercare@the-hatchery.co

Testimonials from the Executive Assistant Upskilling & High Performance Seminar Series

“Fantastic course with many great hacks & resources to help me do my job better!” 

- Michelle Gataric, Executive Assistant, Australian Taxation Office, July 2022

“Useful advice and resources not only for Executive Assistants, but for general administration staff. It’s also a great refresher course for 
when you’re feeling a little bit lost on who you are and how you contribute to your role and workplace.” 

- Liz Ritchie, Business Support Officer, City of Melbourne July 2022

“The seminar series with Liz was fantastic. Liz was engaging and knowledgeable, and gave practical tips that I could go away and 
implement immediately.” 

- Caitlyn Jones, Executive Assistant, Stile Education, February 2022

“Liz is an engaging presenter who speaks with clarity. The content is well researched and Liz provides numerous references for extended 
learning. I would have to say it’s one of the best training sessions I’ve attended.” 

- Shelley Rush, Executive Assistant to the Commissioner, Department of Fire & Emergency Services WA, February 2022



10:30  Welcome & introduction

10:40  Prioritisation & boundaries
• Task prioritisation
• Saying no and pushing back without 

damaging relationships
• Getting clear on and communicating 

your boundaries
• Expectation management

12:30  Close of Part One

10:30  Welcome & introduction

10:40  Communicating with influence
• Cultivating a multi-directional dialogue 

with your boss
• Dealing with difficult people
• Confidence and the ability to advocate 

for yourself
• Adapting your style for different 

managers

12:30  Close of Part Two

10:30  Welcome & introduction

10:40  Personal effectiveness
• Technology & tools
• Constant interruptions
• Managing conflicting priorities
• Decision making and critical thinking

12:30  Close of Seminar

Executive Assistant Coaching & High Performance Series

Part One

Overcoming Overwhelm & 
Banishing Bandwidth Bottlenecks

Friday 7 October 2022

All times are shown as AEDT

Part Two

Communicating Like The 
Leader You Are

Friday 14 October 2022

Part Three

Taking Back Control of Your 
Time & Your Energy

Friday 21 October 2022

       11:10    Breakout group activity
In this interactive breakout activity, you’ll be 
placed in small groups to connect with your 
peers and unpack the overwhelm together! 
• Come prepared with ONE challenge you 

are experiencing, focused on the previous 
session

• Tell, Explain, Describe what advice you’re 
looking for

• Each group member will get the chance to 
provide input and receive feedback from 
the group

       11:55    Hot Seat Opportunity #1
• In this session, Liz will welcome a Hot 

Seat participant, who’s been pre-selected, 
to share a case study or challenge. 
The participant will benefit from live 
laser coaching from Liz as well as the 
brainstrust of the group. 

• Together, we will problem-solve how 
to address the issue, identify actions 
and determine what is achievable.  You 
will be invited to offer your advice and 
recommendations, which can make all the 
difference.

       11:10    Breakout group activity
Connect with a new group of peers today in 
this breakout activity to explore how you can 
be a stronger communicator and address key 
issues 
• Come prepared with ONE challenge you 

are experiencing, focused on the previous 
session

• Tell, Explain, Describe what advice you’re 
looking for

• Each group member will get the chance to 
provide input and receive feedback from 
the group

       11:55    Hot Seat Opportunity #2
• In this session, Liz will welcome a Hot 

Seat participant, who’s been pre-selected, 
to share a case study or challenge. 
The participant will benefit from live 
laser coaching from Liz as well as the 
brainstrust of the group. 

• Together, we will problem-solve how 
to address the issue, identify actions 
and determine what is achievable.  You 
will be invited to offer your advice and 
recommendations, which can make all the 
difference. 

       11:10    Breakout group activity
Maximise this opportunity to learn from your 
peers in a small group setting to discuss 
current roadblocks and strategies to enable 
you to be a more effective leader 
• Come prepared with ONE challenge you 

are experiencing, focused on the previous 
session

• Tell, Explain, Describe what advice you’re 
looking for

• Each group member will get the chance to 
provide input and receive feedback from 
the group

       11:55    Hot Seat Opportunity #3
• In this session, Liz will welcome a Hot 

Seat participant, who’s been pre-selected, 
to share a case study or challenge. 
The participant will benefit from live 
laser coaching from Liz as well as the 
brainstrust of the group. 

• Together, we will problem-solve how 
to address the issue, identify actions 
and determine what is achievable.  You 
will be invited to offer your advice and 
recommendations, which can make all the 
difference. 



Pricing & Registration

Executive Assistant Coaching & High Performance Series

How To Pay

Payment can be made by credit card or bank transfer

Credit card: Call us on 1300 918 334 or return the form below: 
Card No.: _______________________________  Expiry:  _____________ CVV Code: __________________

Cardholder’s name:  ________________________________________________________________________

Signature:  _________________________________________________________________________________

  Bank transfer: Please invoice me. 
Ref: 8169 Purchase Order No: ______________________________________________________________________ The Hatchery    ABN: 15 641 236 722

Terms & Conditions
Full payment must be received prior to the seminar to ensure 
attendance. Delegates may not “share” a pass between 
multiple attendees. 

*Early bird prices subject to availability.

Cancellations:
No cancellations will be refunded, however, a substitute 
delegate is welcome at no extra charge. A credit voucher will 
be issued for cancellations received in writing more than two 
weeks before the event date. For an event cancelled by The 
Hatchery, registration fees are fully refundable.
See the website for full terms and conditions.

Privacy Policy:
Information collected on this registration will be added to 
our secure database. This information may be used for the 
purpose of contacting you regarding ongoing research, 
product development and services offered. 

We may also share this information with other professional 
organisations (including our event sponsors) to promote 
relevant services.  

For our full privacy policy please visit  
www.the-hatchery.co/privacy-policy 

Changes to Seminar and Agenda:
The Hatchery reserves the right to alter the programme 
without notice and is not responsible for any loss or damage 
or costs incurred as a result of substitution, alteration, 
postponement or cancellation of any event.  

Email 
Register with us at  
customercare@the-hatchery.co 

Phone 
Call a member of our customer service 
dept at 1300 918 334 

Photo. Scan & Send 
Scan or fill out our form and send a photo to 
customercare@the-hatchery.co.  

Online 
Book online at our website 
https://the-hatchery.co/event/
executive-assistant-coaching-
seminar-2022

How To Register

@

Calculate your ticket price                                                                                                            $________________

Event Prices

Tick 
relevant box

Book & pay
 by  

12 Aug 2022*

Book & pay
 by  

26 Aug 2022*

Book & pay
 by  

9 Sep 2022*

Book & pay
 by  

23 Sep 2022*

Standard price 
AFTER  

23 Sep 2022*

Standard Digital Rates

  3 Part  
Seminar 

$399 + GST  
= $438.90

$499 + GST  
= $548.90

$599 + GST  
= $658.90

$699 + GST  
= $768.90 $799 + GST  

= $878.90
SAVE $400 SAVE $300 SAVE $200 SAVE $100

Part One: 
Friday 7 October 2022
10:30am - 12:30pm AEDT

Part Two: 
Friday 14 October 2022
10:30am - 12:30pm AEDT

Part Three: 
Friday 21 October 2022
10:30am - 12:30pm AEDT


