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About Shelagh 
 

 

Authentic, expert and inspiring, Shelagh (pronounced “Sheila”) Donnelly designs and delivers training 
that reflects your goals and supports assistants’ success. In demand domestically and internationally, 
Shelagh travels from her home on Canada’s west coast. She has presented in Barbados, Canada, 
England, Europe, Scotland and the USA, and will add two more continents to her training travels in 
2023. Since the pandemic, Shelagh has earned the trust of individual webinar clients in 15 countries. 

The depth and quality of Shelagh’s training reflect almost 30 years as a career assistant, success as a 
corporate software trainer, and her governance insights. Assistants around the globe have turned to 
Shelagh’s Exceptional EA website since 2013. In 2019, Shelagh began focusing entirely on training 
and writing. She writes for clients and is the author of the upcoming book, The Resilient Assistant.  

Conference organisers retain Shelagh for return engagements, a reflection of her skills and the extent 
to which she and audiences connect. In a brief period of time, Shelagh’s established a client list 
including healthcare, education and utilities providers and government bodies. She’s spoken for IMA, 
corporations such as Diligent and the NBA, a Washington, DC think tank, the UK Parliament, a stock 
exchange, governance bodies and internal, national and international professional networks and 
associations. Her presentations are recognized as rich in content, and engaging in visual design. 

Proud to be an IMA Training Partner, Shelagh draws upon firsthand experience in how to navigate, 
survive and thrive in times of uncertainty and change, and she brings perspective and a healthy 
sense of humour to her training. Her career spanned economic booms and recessions, a corporate 
merger, and the dissolution of a public institution She’s been a direct report to four CEOs. She built 
governance expertise in the last decade of her office career and was accountable to four board 
Chairs. She’s established internal networks, led teams and multiple projects, had the benefit of her 
own assistants, and chaired a national board of directors. She’s happy to be part of your IMA and 
corporate training events. 
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What You Can Expect from Shelagh 

 

 

 

Meeting over the platform of your choice, I collaborate with your designated contact(s). We 
do this to ensure I understand your goals and have relevant insights on what you and your 
members need and want from a national or cross-border event.  

Once we’ve established our plan and terms, I’ll prepare and send you an agreement for 
completion. I’ll provide electronic funds transfer (EFT) information and any other relevant 

documentation. For promotional purposes, I’ll provide you with a professional headshot, a concise bio and 
a session description including three key learning objectives.  
 

 
I do my homework. In addition to being attuned to emerging challenges, opportunities and 
trends, I remain in regular contact with assistants and understand the career. You can 
anticipate me listening and asking questions, to ensure I design and deliver what you need. 
 
 
 

 
I also draw upon and leverage my own extensive experience as I prepare to present 
training tailored to your priorities. 
 
 

 
I take great care in designing and customising training to meet your goals, engage 
participants and support their capacity to perform at a high level. I’m invested in the success 
of your event and in your members’ success.   
  
 

 
Along with my presentation, I’ll develop a customised PDF workbook for each session I 
deliver. I’ll make the PDF available to you in advance of our event, and I also publish the 
workbook(s) to a password-secured page on my website for easy post-event access. 
Participants can review the workbook at ExceptionalEA.com for up to 60 days post-event. 
 
 
I’ll show up and engage your members with relevant, content-rich training that will motivate 
and educate individuals. I respect my audiences too much to pander to them, and will 
inject stories and healthy doses of humour as I deliver pragmatic lessons participants can 
apply to their own careers.  
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Half- and Full Day Sessions and Retreats 
 

Please note: Shelagh can also deliver elements of such offerings as keynote or breakout sessions. 
 

1. You Have More Influence Than You May Think  
 
How do you want colleagues and other stakeholders to view you, your role and your potential? If 
perception is reality, we should consider how we influence the way others perceive us – and identify 
opportunities to elevate those perceptions. We’ll begin with lessons from the org chart as we consider 
emotional intelligence, credibility and self-promotion. You’ll learn how to convey and inspire confidence, 
and the significance of our verbal and non-verbal communications. We’ll spend time on assertiveness 
and its impacts on our reputation and prospects before wrapping up with why and how to establish or 
recalibrate your personal brand.  

 

2. EA 2030: Future Ready  
 
We hear talk about future proofing careers, which may bring to mind terms such as bulletproofing, 
babyproofing, tamper-proofing and so on. Rather than thinking defensively about safeguarding careers, 
we can approach our futures in the context of building well deserved confidence even given the 
turbulent times. We can and should proactively prepare for futures that are yet to be fully defined. With 
accelerated rates of change on the horizon, we’ll explore change and adaptability. As we consider 
personal and organisational resilience, Shelagh will encourage you to challenge your thoughts on 
perfectionism, decision making and mistakes. In this era, it also makes sense to routinely assess – and 
sometimes recalibrate – our performance, image, exposure/visibility and goals. After this session, you’ll 
be prepared to do just that. 

 
 

3. C-Suite Strategies and Acumen Without the MBA  
 
This is your opportunity to build significant understanding of leadership acumen, strategies and priorities 
– and leverage those insights for progress in your own career. You’ll elevate your understanding of 
leadership roles and dynamics, including those between boards and senior management teams. With 
perspectives on a number of C-Suite priorities, including strategic planning, risk management, ESG 
(environmental, social, and governance) and cybersecurity, you’ll be positioned to elevate your 
communications, influence and career. You’ll delve into organisational culture, organisational resilience 
and stakeholder relations through a leadership lens. The better you understand C-level opportunities, 
challenges and terminology, the better equipped you are to anticipate needs, add value and positively 
impact stakeholders. This is a full day session; Shelagh can deliver elements of it in a customized half 
day session. 
      

 
4. Elevating Meeting Dynamics and Engagement  

 
If you and your stakeholders have ever emerged from meetings frustrated with wasted time and energy, 
this session can help. Focusing on five Ps – purpose, people, preparation, protocols and presentation 
design and delivery – can impact meeting effectiveness. These principles apply whether you meet in 
person, virtually or in hybrid mode. Engaging your committee/body members in collaborating on meeting 
protocols is one good step. You’ll learn presentation technology tips that can support inclusion. When it 
comes to presentations, you’ll also come away with insights on design thinking and presentation 
delivery practices, all designed to influence meeting engagement and effectiveness.  
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5. Become Your Own Career Strategist  

 
Performing at a high level involves more than executing on deliverables. Employers establish and act on 
branding and strategic plans, and the leaders you admire are likely strategic and intentional when it 
comes to their image, exposure and relationships. You can also be a career strategist and remain 
authentic. Much as internal audits are designed to provide constructive insights, you’ll learn how to 
assess and plan how to elevate your progress on these three fronts. Beginning with image, we’ll 
examine why and how you may choose to establish or recalibrate your own personal brand. As we turn 
to exposure, Shelagh will challenge you to consider your visibility. Which internal and external 
stakeholders know or think they know you, and how can you help them recognise your impacts and the 
value you represent? We’ll focus on networking through the lens of strategic relationship building, both 
on LinkedIn – walking through key steps to establish or elevate your profile and connections on that 
platform – and with key stakeholders. 
 
 

6. Navigating the Transition from Peer to Leader 
 

One day you’re part of the office team, and probably friends with some of your colleagues. The next 
day, you’re leading the team. Or perhaps you’re the new kid on the block, having landed a position that 
was sought after by people who now find themselves reporting to an unexpected or even unwelcomed 
newcomer. How do you navigate such a situation? The good news is that your appointment as a leader 
is likely a reflection of the skills you bring to the table. The reality, whether you’ve already been 
promoted or you have aspirations of leading a team, is that such transitions have implications for you 
and for those who used to regard you as their peer.  
 
You need to continue to draw on the qualities that saw you shortlisted and then hired, and you also 
need to position yourself as a leader who generate trust and respect. Shelagh’s been there, and she’ll 
provide you with practical principles and tips for making this transition as successful as possible for both 
you and your colleagues. You can apply these strategies whether you’re a rookie leader, or months or 
years into the role. 

 
 

7. Cultural Impacts: How to Onboard New Colleagues, Including A New Executive 
 

When we provide new colleagues with effective onboarding, it helps them adapt to their new role, the 
people and the organisational culture. Done right, onboarding extends beyond a few hours or days of 
orientation, or a single brain-dump meeting. Well planned and executed onboarding practices can 
positively impact newcomers and the organisation as a whole. 
 
It’s often assistants who are asked to help onboard new colleagues and help new executives settle into 
their role. It’s not uncommon for assistants to take on this responsibility without benefit of documented 
practices. Shelagh will help you identify effective systems, and how to collaborate on the structure of your 
onboarding program. You’ll learn about shifts in employee demographics and expectations.  
 
Whether or not a change in leadership is imminent, the day may come when you’ll be asked to onboard a 
new principal (boss). We’ll look at attitudes and actions to consider in advance of a leadership change, 
and you’ll also come away from this session with a list of processes you’ll want to consider. 
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Career Success – delivered as breakout sessions and, in some cases, as keynotes 
 

Please also reference courses in the “Emotional Intelligence/Resilience and Wellbeing” section. 

 

8. Q1 in Your New Role: Strategies for Success 
 
Congrats! You landed a new role and it’s now time to validate that decision. This is your time to tap into 
strategic thinking and make the most of your first quarter (Q1) in your new environment. Working to 
build rapport and reciprocal trust with your new principal (boss) will be high on your priority list, and 
you’ll gain insights on how to do this. Understanding the scope of your role, along with identifying and 
nurturing key relationships, will support early wins as you establish your reputation in this new setting. 
We’ll also explore the significance of understanding and engaging in the organisation’s culture. Yes, this 
will likely be an intense period in your life. That’s why it’s all the more important to be able to map out 
your developmental, stakeholder relationship and other goals along with tackling deliverables. This 
session will help you prepare to identify and achieve early wins relevant to your core purpose, and 
approach the balance of Year One with confidence. Note: Even if you’re not new in your role, this is a 
great session if you’d like to enhance your impact and profile. 
  
 

9. Reverse Planning and Other Insights for Career Success 
 
We don’t definitively know how workplaces and careers will unfold in the next five or 10 years, or which 
new skills we’ll need to be of value. We do know those skills traditionally referred to as soft skills have 
already become some of today’s valued hard skills, and we’ll spend time on these. We can also prepare 
by considering lessons from the early 2020s, including the significance of adaptability, personal and 
organisational resilience … and demonstrably delivering value. Join Shelagh to explore preparing for 
your future with a bit of reverse planning. Beginning with your mid- to long term goals in mind, you’ll be 
ready to work backward and identify steps, resources and commitments necessary to achieve those 
goals. 
 
 

10. Because You Didn’t Ask (Assertiveness) 
 
This session is all about how to effectively assert yourself so you’re able to communicate what you want 
and need, and so people see your value. Our readiness to stand up for ourselves with professionalism 
impacts our reputation and prospects. We’ll delve into why and how to assert and promote ourselves, 
including verbal and non-verbal communications. You’ll learn to articulate wants and needs in a manner 
that reflects and generates respect – and how to deal with the reality that,  no matter how effectively we 
communicate, we don’t always get what we want. Shelagh will provide tips to help you audit and elevate 
your approach. 

 

11. Influence, Confidence, Credibility and Presence: Lessons from the Org Chart  
 
The way we communicate and carry ourselves can influence stakeholders’ perceptions of our 
performance, professionalism and the career itself. Join Shelagh to examine the roles of emotional 
intelligence, credibility and self-promotion in your success, and traits you can cultivate. We’ll delve into 
how to convey and inspire confidence, the significance of our verbal and non-verbal communications, 
and why (and how) you may want to focus on establishing or recalibrating your personal brand. 
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12. Future Ready: Confidence Amid Times of Change  

 
Change is a fact of life, and it can sometimes be unsettling. We’ll look at three types/degrees of change 
and their implications. Shelagh will challenge you to consider just how prevalent change has already 
been in your career and what we can learn from past experiences. However much we may long for 
stability, we can and should consider the merits of adaptability. Shelagh will share insights on cultivating 
both adaptability and knowledge, and how choosing this approach can position you to face your future 
with confidence and something she calls informed optimism. 

 

13. Preparation and Goal Setting for Your Best Possible Performance Review 
 
Performance reviews or evaluations are the norm for many, but not all, assistants. Routine or not, some 
people dread performance reviews. Others find identifying developmental/performance goals and 
metrics challenging. However you’ve felt about performance evaluations in the past, you’ll  learn how to 
approach these meetings as opportunities rather than something to dread. You’ll learn how to identify 
developmental goals and steps to prepare for your best possible performance review. 
 
 

14. Prepare to Negotiate So You Don’t Leave Opportunities on the Table 
 
Have you ever concluded a conversation or planning session with frustration, and wished things had 
gone a bit differently? When presented with a job offer, would you accept the initial offering, or would 
you be prepared to counter with your own suggestions? While many assistants readily negotiate day in 
and day out on behalf of stakeholders, some are less than comfortable doing so on their own behalf. 
When we don’t think or prepare to negotiate, we may be leaving opportunities on the table – and 
inadvertently sending signals that limit our prospects for professional growth. You will learn how to 
elevate your own negotiating skills and approach such opportunities with increased confidence. 

 
15. Navigating the Transition from Peer to Leader  

 

One day you’re part of the office team, and likely friends with some of your colleagues. Or perhaps 
you’re the new kid on the block, having landed a position that was sought after by people who now find 
themselves reporting to an unexpected or even unwelcomed newcomer. The reality, whether you’ve 
already been promoted or you have aspirations of leading a team, is that such transitions have 
implications for you and for those who used to regard you as their peer. You need to continue to draw 
on the qualities that saw you shortlisted and then hired, and you also need to position yourself as a 
leader who generate trust and respect. Shelagh’s been there, and she’ll provide you with practical 
principles and communication tips for making this transition as successful as possible for both you and 
your colleagues. You can apply these strategies whether you’re a rookie leader, or months or years into 
the role. 

 

16.  Personal Branding and Exposure: Values and Impacts  
 
While performance is important, we also want to consider the extent to which image and exposure 
impact our career success. In this session, we’ll focus on image in the context of your personal brand. 
You’ll gain practical steps to assess and build on your professional reputation. You’ll gain tips and 
identify practical strategies so you’re equipped to develop or elevate your own personal brand. 
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17. Why and How to Establish or Elevate Your Presence on LinkedIn  
 

In addition to performance and image, the exposure we achieve – who knows us, and what they know 
about us – is a factor in our career success. How visible are you? Whether or not you anticipate making 
a career change, there are benefits to expanding your sphere of contacts and making relevant 
connections. We can turn to LinkedIn for education, benchmarking and networking/relationship building. 
Shelagh will walk you step-by-step through establishing or elevating your LinkedIn profile and engaging 
beyond that profile to benefit from – and contribute to – meaningful networks. 

 

 

18. Mentorship: Collaborating for Mutual Growth 
 
You’ve reached a high level of performance, and you want to continue to thrive in your career. 
You’ve also heard about the correlation of our ability to collaborate and career success. What 
better way to nurture those collaboration skills and foster mutual growth than becoming a mentor or 
a mentee?  
While the term “mentor” comes to us from Greek mythology, there’s nothing mythical about the 
positive impacts of effective mentorship practices. Research shows that mentorship supports 
higher levels of job satisfaction and organizational commitment. While it may seem it’s primarily the 
person on the receiving end of mentoring who benefits, anyone who’s been a mentor can tell you 
otherwise. Explore mentoring across generations, silos and sectors, and mentoring principles that 
support mutual growth. 
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Communications  – delivered as keynotes or breakout sessions 
 

 
19. Empathy and Clarity in Communicating with the Difficult People in Your Life  

 
We’re living in challenging times, which can cause stress and sometimes lead good people to behave in 
ways we find frustrating. Then there are those who seem to enjoy creating conflict! Whatever the cause, 
we need to draw on our emotional intelligence skills and manage ourselves rather than reacting in a 
manner that can earn us our own “difficult” label. You’ll learn how to lead with empathy, without being a 
pushover, as you navigate conflict. We’ll look at communicating with clarity as you seek understanding, 
strive to defuse tensions and collaborate on ways to move forward. 
 
 

20. Business Writing Skills for Our Hybrid World  
 
Even when we’re onsite with key stakeholders, we still rely on written communications circulated by 
hard copy and over various platforms. We need to achieve a balance reflecting culture, insight and 
professionalism. We’ll begin by identifying some of the most common errors in business writing and how 
to prepare concise communications underpinned by good grammar, proper punctuation and 
organisational knowledge. Along the way, we’ll look at communication faux pas that can happen with 
auto correct or when we treat proofreading as a luxury. 

 

21. How to Assert and Present Yourself So People See Your Value 
Note: This session also appears, with a tweaked title, as #10 under Career Success. 

This session is all about how to assert  yourself so you’re able to effectively communicate what you 
want and need, and so people see your value. Our readiness to stand up for ourselves with 
professionalism impacts our reputation and prospects. We’ll delve into why and how to assert and 
promote ourselves, including verbal and non-verbal communications. You’ll learn to articulate wants and 
needs in a manner that reflects and generates respect – and how to deal with the reality that,  no matter 
how effectively we communicate, we don’t always get what we want. Shelagh will provide tips to help 
you audit and elevate your approach. 

 
22. Say Yes to the Presentation … and Next Steps After You’ve Said Yes  

 
You realise you’ve missed out on enough opportunities by rejecting public speaking opportunities, or 
you have stepped up to the plate and would like to continue to elevate your skills? You’ll learn strategies 
and pragmatic steps you can take to build confidence in public speaking. Whether it’s a team meeting, 
offering your perspective at a network or association gathering, a job interview, or an important 
conversation with one other person, you’ll be able to draw upon Shelagh’s practical, step-by-step 
approach to calm those flutters and speak so people want to listen. Please note: Depending on how 
much time we allocate for this session, Shelagh can also delve into presentation tips. These include 
design thinking, technology tips that can support inclusion, and presentation rehearsal practices, all 
designed to influence meeting engagement and effectiveness. 
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Committee Success: Meetings, Minutes and More – delivered as breakout sessions 
 

23. How to Optimize Committee Operations and Meetings  
 
Whether you support a single committee or a board and multiple committees, you and your stakeholders 
have likely experienced at least the occasional challenge when it comes to communications, securing 
deliverables and making the most of peoples’ time – during and between meetings. Join Shelagh to 
delve into strategically designing agenda and minutes templates, along with the use of consent 
agendas, work plans and calendars. Shelagh shares systems, strategies and even templates to elevate 
and positively impact committee operations and meetings.  

 

24. Rethinking Meeting Dynamics and Engagement 
 
If you and your stakeholders have ever emerged from meetings frustrated with wastes of time and 
energy, this session can help. Focusing on purpose, preparation, protocols and presentation design and 
delivery will impact meeting effectiveness, whether you meet in person, virtually or in hybrid mode. By 
proactively identifying and collaborating on meeting protocols, technology tips and presentation design 
and delivery, you can influence meeting engagement and effectiveness. 

 

25. Less is More: Elevating Your Minutes  
 
We’ll cover (almost) everything you ever wanted to know about preparing minutes but have been too 
busy preparing them to ask! It takes skill and insight to produce quality minutes, which constitute official 
and often important records. Despite, or perhaps because of this, many are uncomfortable in the role 
and sometimes second guess what to record and what to leave out. Others have confidently continued 
with past practices without recognising the extent to which recording standards and expectations have 
evolved. If you’re ready to build confidence and reduce edits as you capture what today’s stakeholders 
need, join Shelagh as she shares expertise honed over the course of her extensive career. 

 
 
26. Business Writing Skills for Our Hybrid World 

Note: This session also appears as #19 under Communications. 

Whether it’s recording meetings or preparing reports, emails and other communications, we rely on 
written communications circulated by hard copy and over various platforms. We need to achieve a 
balance reflecting culture, insight and professionalism. We’ll begin by identifying some of the most 
common errors in business writing and how to prepare concise communications underpinned by good 
grammar, proper punctuation and organisational knowledge. Along the way, we’ll look at communication 
faux pas that can happen with auto correct or when we treat proofreading as a luxury. 
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Emotional Intelligence/Resilience and Wellbeing – delivered as keynotes or breakout sessions  
 

Please also reference courses in the “Career Success” section. 

 
27. The Resilient Assistant: Taking Chances on Yourself  

 
The early 2020s have brought home in no uncertain terms the significance of personal and career 
resilience. Join Shelagh as we look at navigating, surviving and thriving in times of uncertainty and 
change. Shelagh’s story is one of values, ambition, well earned confidence, and resilience. Her career 
spanned economic booms and recessions, a corporate merger and the dissolution of a public institution. 
She’s repeatedly taken chances on herself, leveraging career capital and introducing and adapting to 
change – and you can, as well.  

 

28. How to Ditch Defensiveness   
 
…for the good of your personal and career resilience! The extent to which you’re invested in your role can 
be a double-edged sword. On the one hand, you bring commitment and integrity to all you do. On the 
other hand, you may have a tendency to treat feedback and constructive criticism just as personally as 
you take your role. The fact is, defensiveness is detrimental to relationships and relationships are key to 
career success. You’ll learn practical approaches to grounding yourself when placed on the spot, caught 
off guard or on the receiving end of negative feedback. Join Shelagh to practice open-minded composure 
and curiosity, and your ability to focus on your core purpose and respond thoughtfully rather than 
defensively. 
  
 

29. Overcoming The Perfectionist Trap 
 
Has anyone ever called you a perfectionist, or gently hinted at such tendencies? If so, you may want to 
consider whether you're investing your energies in the right direction. Many assistants are known for a 
tendency toward perfectionism, and Shelagh was one of them. More than a few who are invested in high 
performance wear the "perfectionist" label as a badge of honour, and yet there's a more effective and less 
taxing way to approach high performance and your career. Join Shelagh for a look at why resilience is a 
better focus, and more likely to be valued by employers. You’ll gain strategies to help bend that 
perfectionist curve and free yourself from the need to strive for perfection. This session is ideal for 
assistants who are seeking both strong performance outcomes and career satisfaction. 

 
 

30. Career Boot Camp 
 

Even the best of us have sometimes found ourselves feeling depleted or on a career plateau. You may 
have given your all to a major accomplishment, navigated challenging people or circumstances … or you 
may be experiencing pandemic-related fatigue or burnout. It’s a rare assistant who hasn’t at one point or 
another needed to slow down and catch our breath. Whatever the reason, a short term stay on a career 
plateau may be understandable, yet it’s not wise to settle there. If you find you’re reactive rather than 
proactive, or would simply like a refresher on organisational practices and self management, join Shelagh 
for positive and pragmatic tips on moving forward. 
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31. Navigating the Twenties with Emotional and Cultural Intelligence 

 
So far, this decade is a world away from the Roaring Twenties of the previous century. As we navigate 
changes and challenges, we may at times find our confidence, communications, professional 
relationships or sense of fulfilment strained. Charlie Chaplin, known as The Little Tramp, was a major 
presence in the film industry a hundred years ago. He was also a composer, and wrote the instrumental 
to the song, “Smile”. Along with other concepts, we’ll consider a poem attributed to Chaplin as we explore 
emotional and cultural intelligence (EI/EQ and CQ) that can serve us well in the 2020s. 
 
 
 

 

Workplace Culture – delivered as half-day and breakout sessions 
 
 
 

 
32. How to Onboard New Colleagues, Including Your New Executive 

 
When we provide new colleagues with effective onboarding, it helps them adapt to their new role, the 
people and the organisational culture. Done right, onboarding extends beyond a few hours or days of 
orientation, or a single brain-dump meeting. Well planned and executed onboarding practices can 
positively impact newcomers and the organisation as a whole. 
 
It’s often assistants who are asked to help onboard new colleagues and help new executives settle into 
their role. It’s not uncommon for assistants to take on this responsibility without benefit of documented 
practices. Shelagh will help you identify effective systems, and how to collaborate on the structure of your 
onboarding program. You’ll learn about shifts in employee demographics and expectations.  
 
Whether or not a change in leadership is imminent, the day may come when you’ll be asked to onboard a 
new principal (boss). We’ll look at attitudes and actions to consider in advance of a leadership change, 
and you’ll also come away from this session with a list of processes you’ll want to consider. 
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Governance – delivered as full day, half-day or breakout sessions 

In addition to these courses and those identified under “Understanding Executive Priorities: Insights for Astute Assistants“, a  
number of the sessions identified elsewhere in this catalogue can also be of significant benefit to those who support boards.  

 

33. Inside the Boardroom: An Introduction to Governance  
 

There are many good reasons for paying attention to governance, exploring what boards do and how they 
function. You'll find this webinar helpful if you're interested in any of the following. 
 

 Supporting a board 
 Elevating your business insights and strategic acumen 
 Understanding governance principles for network and association boards  
 Considering putting yourself forward for service on a board 

 
Whatever your motivation, this course will give you a solid introduction to the world of governance. You'll 
come away with an understanding of the distinctions between board, management and staff roles and 
accountabilities. Shelagh speaks from experience earned over the course of more than a decade of 
responsibility for a board and its committees. 

 

34. Great Expectations: Board Management and Relations 
 

Just as expectations of boards and their members are high, your contributions to the board’s success are 
also held to an elevated standard. It’s a challenging and demanding role. You liaise with multiple 
stakeholders, and you may draw on influence rather than formal authority to get things done. Social 
awareness, relationship management and credibility are crucial to your success. You’ll gain insights on 
expectations of today’s boards and those who support them. This session will prepare you to audit your 
verbal and written communications, and the quality of board and committee packages, in the interest of  
earning and maintaining your stakeholders’ trust and confidence. 
 
  

35. Board Culture: Onboarding New Directors and Navigating Leadership Changes 

Not long ago, boards welcomed their new directors with handshakes, a parking pass, and a massive 
manual at the close of an intensive orientation session. In recent  years, some of those handshakes 
have been virtual, as have your meeting rooms. We still want people to feel welcome, yet times have 
changed when it comes to effective onboarding. We need to equip newcomers to hit the ground running, 
while also anticipating learning curves and recognising the significance of board culture. With the 
ongoing evolution of succession planning practices and governance itself, today’s onboarding program 
needs to accommodate both experienced and novice, Next Gen directors. 

You can impact board success by promoting and implementing onboarding programs that go beyond 
traditional orientation practices. You’ll identify practical onboarding steps for Year One on a board, and 
mentorship programs that positively impact board culture as well as new directors. You’ll also explore 
the impacts membership transitions have on the board as a whole, and how you can navigate and 
support Chair and CEO transitions. 
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Understanding Executive Priorities: Insights for Astute Assistants 
  

36. Cyber Aware in 2023: Safeguarding Both Employer and Personal Data  
 
Digital communications are increasingly the norm in our business and personal lives, and cyber 
criminals (threat actors) continue to evolve their practices. With the commoditization of personal data, 
we also need to be increasingly mindful of how we may inadvertently give away such data. We rely on 
IT colleagues and experts to keep workplace data secure, yet each of us has a lot at stake and a role to 
play. No assistant wants to inadvertently contribute to a cyber breach, and yet assistants supporting 
leadership teams and boards are specific targets. Shelagh, who’s been called the cybersecurity 
whisperer, will provide you practical tips to recognise and reduce cyber vulnerabilities in both your 
career and personal life.  

 

 
37. Introduction to ESG: Environmental, Social, and Governance  

 
You may have heard of corporate social responsibility (CSR), but are you familiar with environmental, 
social, and governance, also known as ESG? You will gain a solid introduction to ESG and its three 
pillars, the rise of the stakeholder and ESG’s potential to impact workplace culture. While many boards 
and executive teams are sorting out how to tackle ESG, corporations around the globe have begun 
incorporating ESG strategies, goals and metrics, with hopes of influencing stakeholder groups that 
include you.  
 
 

38. Introduction to Risk Management  
 
Events and issues of the early 2020s have underscored the importance of risk management, a strategic 
practice undertaken across sectors. Investing time in understanding the language and principles of risk 
management is another step forward in differentiating yourself and continuing to elevate your business 
acumen. You’ll gain a solid introduction to risk management, and to key risk management terminology, 
roles and tools.  

 
 

39. Introduction to Strategic Planning  
 
Astute employers invest significant time and care in developing strategic plans and accompanying 
metrics. Astute assistants who are strategic in their approach to demonstrating value and positively 
impacting stakeholders will ground those commitments in part through an understanding of the strategic 
plan. In this session, you’ll build your understanding of the processes and stages leading to the approval 
of a strategic plan. Shelagh will also identify opportunities for assistants to demonstrate engagement in 
the strategic planning process and the finished product. 

 

 


