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Introduction
How can you be more efficient in your role as an executive assistant? Think like an 
executive. It is very crucial that you think like a leader. For such a fast-paced role as 
an executive assistant, you need to completely shift from being reactive to being 
proactive.

Aligning your thinking with that of your boss will serve to ensure that both of you, 
other team members, and the entire organization benefit from your strategic 
partnership.

Recent years have seen a significant shift in the dynamics of relationships between 
executives and their assistants. Executive assistants are no longer restricted to doing 
administrative work and diary management but now enjoy a dynamic partnership 
with the boss. The scope of tasks for executive assistants is such that, in your role, 
you will be positioned to provide strategic-level support to your boss.

This white paper outlines what it takes to develop a strategic mindset, the obstacles, 
and challenges you may have to overcome in your journey, and even more 
importantly, the advantages that come with having this mindset.

The Road to Developing a Strategic Mindset
The first step towards becoming a strategic executive assistant lies in being more knowledgeable 
about your boss and your organization. You need to have a firm grasp on the goals and objectives of 
the company and how your executive’s role fits into these objectives. Succinctly put, you need to see 
the bigger picture of what your boss and the organization are looking to achieve. 

More than just the goals of your boss and the organization, you also need to understand their values 
and beliefs. Only then can you have a better understanding of why things are done a certain way in 
the organization. Being strategic is about more than just doing things, but doing them right, and that 
is very much tied to the core beliefs and values.

It is not enough to develop this mindset, but you have to readily demonstrate it and show off your 
strategic thinking skills. Only then can you have a real impact and add value to your organization.
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The Barriers
The most common barrier to developing a strategic mindset is a lack of confidence. Every time 
you place doubt on your ability to get things moving and make independent decisions is, another 
opportunity at being proactive is an opportunity you miss. Second-guessing yourself will have 
you content being reactive. In the end, it is really about the mindset, and if you are going in with a 
mindset of self-doubt, then you will no doubt have a difficult time developing strategic skills.

A less common barrier is a lack of backing from your executive. In reality every executive recognizes 
just how much of an advantage it would be to have an assistant with a strategic mindset. The 
challenge for some, however, lies in, allowing their assistants to demonstrate this mindset and be 
more proactive. Of course, this is a challenge you can overcome by constantly inspiring confidence 
in your boss about what you can do. Keep at it, and your executive will take note of what you are 
doing right with this new mindset and will be willing to provide you with any support you may need.

How a Strategic Mindset Helps your Executive

1. Proper Channeling of Information
A good executive assistant, in their role as the gatekeeper, will ensure there is no overflow of 
information reaching the boss. This, at its best, is just about sorting out the mail and knowing 
what calls to let through.

On the other hand, demonstrating a strategic mindset will take things a little higher. This will 
usually look like doing an initial review of the information you receive, and providing some 
feedback on the same before channelling it to your boss. This initial evaluation will help you 
catch whatever files need sending back for improvement before the final presentation. For the 
files that do not need recirculating for improvement, your executive can refer to your feedback 
notes and executive summaries, allowing for faster decision-making.

2. Source of Strategic Insights
With a strategic mindset, you will have a sound understanding of the work of your executive, 
and the organization. You are better placed to provide high-level strategic insights on various 
subjects.

There needs to be an improvement on your planning and project implementation? That is 
something a strategic mindset may be able to pick up and advise the management on the next 
steps. 

Similarly, you will know to keep your attention on trends and developments within your industry. 
Subscribing to industry bulletins, and staying abreast with media reports are a great place 
to start. You’ll know what is happening around you in the industry, and what the competition 
and other industry players are doing. This information can be an excellent resource for your 
executive as it’s definitely an input into the strategic decisions they will be making.
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3. Source of Emotionally Intelligent Insights
A strategic mindset is tied to having a sound sense of judgment. This also encompasses being 
able to read all the non-verbal cues your boss may fail to notice. As an executive assistant, if you 
can pick up on, and correctly decipher these cues, you can help your boss understand where 
they stand in their interactions with others.

Your boss is pitching to potential investors, and you sit in on the meeting. In this scenario, a good 
executive assistant will 

be content just taking notes and writing the minutes. On the other hand, if you have a strategic 
mindset, you will discreetly watch the room, and try to get a read on the people present. How 
well are they responding to the pitch? This initial assessment can provide some insight for your 
boss on areas for improvement with communication and pitching. Again, you can help your 
executive identify which members of the panel they’d need to do some follow-up with, just to 
ensure they are on board. 

4. Strategic Relationship Management
As an executive assistant with a strategic mindset, you will always recognize the importance of 
fostering good relationships. You will spare no effort in ensuring that all your interactions with 
other team members, clients, partners, vendors, and other stakeholders are professional.

Internally, a good relationship with other team members will boost morale and productivity. If 
any team member raises a legitimate concern, and you act fast to bring it to the boss’s attention 
and address it accordingly, you will create a great working environment. The team will know it’s 
a safe space and, as such, will not be hesitant about raising their concerns whenever they arise.

Away from the office, your executive will benefit greatly from having an ever-expanding 
network. These contacts will be more than happy to extend a favor when called upon to do 
so when they enjoy a good relationship with your executive. As a matter of fact, they will not 
hesitate to reach out within their circles to help with what your boss may need. Your boss can 
also expect referrals from these contacts, and plenty of opportunities for new business.

5. Focus on Core Priorities
Your boss will have no doubt leaving a lot of problem-solving and decision-making to you when 
they recognize that you have that strategic mindset. Your executive will have confidence doing 
so, knowing that you will always act in alignment with their vision and the objectives of the 
organization.

That you can step up and act accordingly at all times will help your executive focus on core 
priorities. While you are on top of all the relationship management, they can put their focus 
towards coming up with a great pitch to present to different parties. While you put together 
information about trends in the industry, your focus can focus on coming up with a plan on how 
to keep up and, better yet, stay ahead of these trends and effectively outdo the competition.
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Being proactive and stepping up will save your executive a lot of time and energy. This is time 
and energy that they can spend on other tasks that may be beyond you. Again, it helps to move 
the team and the entire organization ahead when your executive can trust you to diligently 
handle a wide range of tasks without needing their constant supervision.

A Sequential Process
The truth is that you will not be able to develop a strategic mindset overnight. It will take time, and 
most importantly, it will take a lot of doing, that is, practice, to get there. And as you grow into, and 
start to flourish in this mindset, you will be able to impact your boss and organization in numerous 
ways.

Further sharpening your strategic skills will require that you continue learning and continue 
networking. Read books and other materials about developing the strategic mindset. Surround 
yourself with, and learn from others with such a mindset. This can be other executive assistants, 
both within your organization and elsewhere, who have demonstrated to have the mindset. Most 
importantly is to grab every opportunity to exercise this mindset, by choosing not to be reactive, but 
be proactive and see everything in the context of the bigger picture.

The strategic mindset will gradually transform you into a force multiplier. You will be able to easily 
muster the resources, and bring together the people your executive and team need to achieve your 
objectives.

Conclusion
Today’s executive needs an assistant who can do more than just manage their dairy, do data entry, 
and mundane administrative tasks. Having a strategic mindset will allow you to be your most 
efficient, even as you offer support to your boss in the areas highlighted and more.
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