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The new administrative assistant is a team member! Gone
are the days of performing only the basic duties of typing and
filing; now the assistant is a vital part of the every day
business process.If you want to learn how to be exceptional
and be a central part of a boss's work processes, this is the
course for you. Learn the professional way to handle the
basics -- calls, calendars, filing, time management,
organization -- and also learn how to present yourself as a
true professional -- demeanor, actions, skills, etc. Become the
promotable key player you know you can be.This self-paced
training course is in workbook format, and each lesson is
followed with a quiz. Completion of all quizzes with at least an
80% passing grade entitles you to the included Certificate of
Completion found at the back of this workbook.This training
course workbook will also serve as an excellent reference
manual for you on-the-job.If you are looking for this course in
an online-classroom format instead, go
here:http://www.learnopia.com/course/AdminAsst/
“Both a sad and hilarious commentary on the state of the
modern workplace.”—New York Times What do your
colleagues, overlords, underlings, clients, and customers
have in common? Not knowing how much they annoy you.
Not to mention how much you may be annoying them. The
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route from cubicle to corner office is strewn with etiquette
landmines. And now that the boundaries that once cleanly
separated work from personal life are blurred, even polite
people don’t recognize the difference between professional
and social manners. What do you say to a colleague who has
just been fired? How do you maintain a family-friendly office
without discriminating against singles? What’s the difference
between showing romantic interest and sexual harassment?
Which colleagues should be invited to family weddings?
When should you be unavailable, at or away from work?
Don’t convene a focus group or appeal to Human
Resources—consult Miss Manners! With wit and wisdom, Miss
Manners restores civility, guiding you around your coworker’s
messy cubicle, past your overly prying boss, around the bridal
shower for the new temp, and through tedious staff meetings.
In Miss Manners Minds Your Business, Judith Martin and her
son, executive Nicholas Ivor Martin, equip readers with the
practical, pertinent, and utterly correct advice necessary to
win the job, keep the job, and leave the job with sanity and
dignity intact.
From USA Today best-selling author, Marni Mann, comes a
haunting new stand-alone. At forty-two, I’m married to my
best friend, and we have two beautiful children. Everything
about my life is perfect until my father gets sick. Before: I
owned and operated a massively successful women’s
shapewear company. After: I stay home with my family
because I’ve learned the importance of time. Before: My
husband could rely on me to take care of everything. After: I
hire him the perfect assistant. My entire life can be summed
up in before and afters, but something happens in the middle.
A meeting. And it changes the course of everyone’s lives
forever.
An Essential Guide to Landing -- and Keeping -- Your first
Hollywood Job A position as an assistant to a producer,
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agent, director, studio executive, or star can be the path to a
fabulous career -- or a one-way ticket to hell. How can the
aspiring Hollywood assistant quickly learn the inside track to
success while avoiding the land mines? It's All Your Fault is
the answer. Written by two former Hollywood assistants
who've been there and done that, It's All Your Fault is
bursting with hard-earned advice, from figuring out who's who
and who isn't to sex, drugs, and other work-related issues.
Filled with outrageous anecdotes and countless celebrity
stories, It's All Your Fault proves an indispensable addition to
the nightstand of every wannabe Hollywood mover and
shaker.
Executive Assistants Wanting to Shine. Look No Further!
Imagine waking up to a world rich in opportunity. Picture
yourself being the right hand of a global trailblazer. Envision
winning acclaim as the rockstar of your profession. Reading "
Jewel in the LEADER's CROWN " can help open up this
world for you. Discover proven strategies to become a
standout gem from author Ruth Mead's 25+ years working
alongside senior leaders of top FTSE 100 & Fortune 500
companies in the UK, Europe and North America including
PepsiCo, McDonald's, MmO2 plc and BMO Financial Group.
TIRED OF LACKLUSTRE? THIS IS YOUR TIME TO SHINE.
Scroll up and add to cart now.
Many executives don't take full advantage of the assistant
who sits right outside their door. This book educates
executives about all the ways in which they can streamline
and improve the way they work with the help of a great
assistant, while teaching them to identify great candidates
and maximize the benefits of this special relationship.
From best-selling author and expert Sue France, The
Definitive Executive Assistant & Managerial Handbook is the
ultimate guide for anyone who wants to take their career
development to the next level. Placing special emphasis on
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personal leadership development as well as practical skills,
you will learn how to manage a small team, climb the career
ladder to gain more responsibility, negotiate effectively and
confidently manage a project. It will teach you how to recruit
and induct staff, make decisions fairly and consistently, build
a productive team and environment and get noticed at work.
For ambitious Assistants who want to continually improve
their skills, The Definitive Executive & Managerial Handbook
is an indispensable guide, helping you to maintain your
professional image and achieve resounding success.
Looking for a great gift idea for an office manager? Need a
new journal in your life? This Unique and Funny Journal
Notebook is sure to please and make the perfect Christmas
or birthday present for men or women. 100 6" x 9" Lined
Pages are provided for you to put your thoughts, hopes,
experiences, likes, and dislikes. With a glossy, full-color
cover, this lined notebook is as practical as it is cool. And is
the ideal size for lined journals for kids, journals for women to
write in and makes an excellent birthday journal notebook gift.
It could also be used as a diary to record all your creative self-
expression such as poetry, short stories or self-help
affirmations. Desired Creatives Journals are perfect for:
Birthday Gifts Christmas Gifts Co-worker/Boss Gifts Journals
& Planners Doodle Diaries Homeschool Planners for Kids
Food Diaries Sheet Music Creative Writing Notebooks Gifts
for Mom, Dad, Grandma, Grandpa, Cousins, Brother, Sister
Retirement Gifts School Notebooks Graduation Gifts Thank
You Gifts Teacher Gifts Inspirational Journals Mom Daughter
Journal Journaling For Kids Blank Books & Journals Beer and
Weight Loss Logs Keepsake Journals And much more........
Place your order today!
Develop the leadership, emotional intelligence and
communication skills necessary to steer teams to
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success in a senior administrative role.
Real-life tools and advice for every administrative
professional
Provides information about such topics as office
correspondence, record keeping, business English,
and making travel arrangements
This new edition of The Definitive Personal Assistant
and Secretarial Handbook is the ultimate guide for all
management assistants, PAs, secretaries and
executive assistants. Placing special emphasis on
career development and learning, it provides help
and advice on the skills necessary to progress in
your career. Along with a chapter to share with your
boss for a more fruitful working relationship, it
includes help with time management, networking,
relationship management, communication and
confidence. Now with a new chapter on how to use
neuroscience tools to coach yourself through your
weaknesses and primed behavioural traits, it also
contains even more practical help with minute taking,
telephone and mobile communication etiquette and
presentation skills. With free downloadable online
resources to aid the day-to-day running of your
office, this comprehensive and accessible guide will
help you keep your finger on the pulse and maintain
your professional image.
With eloquent simplicity, Native American medicine
man Bear Heart demonstrates how traditional tribal
wisdom can help us maintain spiritual and physical
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health in today's world. “As a child I was taught,
‘Chebon, the way to attain the beauty in life is
through harmony. Be in harmony with all things, but
most important, be in harmony with yourself first. A
lot will go on in your life, some good, some
bad—people may argue and some will try to take
control of your life—but that one word, harmony, will
neutralize any problems and help your life to become
beautiful.’”—from The Wind is My Mother “A
compelling and important work…Bear Heart is a gifted
storyteller—readers of all backgrounds will be inspired
by his lessons of how to apply traditional Native
American wisdom to maintain balance in today’s
world…Bear Heart’s is a truthful, honest voice which
has let us into his world, and our world is better for
it.”—Body, Mind, Spirit
An unprecedented behind-the-scenes view into the
life of Anthony Bourdain from the people who knew
him best When Anthony Bourdain died in June 2018,
fans around the globe came together to celebrate
the life of an inimitable man who had dedicated his
life to traveling nearly everywhere (and eating nearly
everything), shedding light on the lives and stories of
others. His impact was outsized and his legacy has
only grown since his death. Now, for the first time,
we have been granted a look into Bourdain's life
through the stories and recollections of his closest
friends and colleagues. Laurie Woolever, Bourdain's
longtime assistant and confidante, interviewed nearly
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a hundred of the people who shared Tony's
orbit--from members of his kitchen crews to his
writing, publishing, and television partners, to his
daughter and his closest friends--in order to piece
together a remarkably full, vivid, and nuanced vision
of Tony's life and work. From his childhood and
teenage days, to his early years in New York,
through the genesis of his game-changing memoir
Kitchen Confidential to his emergence as a writing
and television personality, and in the words of
friends and colleagues including Eric Ripert, José
Andrés, Nigella Lawson, and W. Kamau Bell, as well
as family members including his brother and his late
mother, we see the many sides of Tony--his
motivations, his ambivalence, his vulnerability, his
blind spots, and his brilliance. Unparalleled in scope
and deeply intimate in its execution, with a treasure
trove of photos from Tony's life, Bourdain: The
Definitive Oral Biography is a testament to the life of
a remarkable man in the words of the people who
shared his world.
A handbook for administrative assistants and
secretarys covers such topics as telephone usage,
keeping accurate records, making travel
arrangements, e-mail, office equpiment and
computers, Microsoft Office, business documents,
and language usage.
"Fascinating.... Lays a foundation for understanding
human history."—Bill Gates In this "artful, informative,
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and delightful" (William H. McNeill, New York Review
of Books) book, Jared Diamond convincingly argues
that geographical and environmental factors shaped
the modern world. Societies that had had a head
start in food production advanced beyond the hunter-
gatherer stage, and then developed religion --as well
as nasty germs and potent weapons of war --and
adventured on sea and land to conquer and
decimate preliterate cultures. A major advance in our
understanding of human societies, Guns, Germs,
and Steel chronicles the way that the modern world
came to be and stunningly dismantles racially based
theories of human history. Winner of the Pulitzer
Prize, the Phi Beta Kappa Award in Science, the
Rhone-Poulenc Prize, and the Commonwealth club
of California's Gold Medal.
All public and private companies are required by law
to appoint a company secretary. This guide to the
role covers the secretary's duties, including:
accounting and finance duties; personnel
administration; compliance with employment rights;
security of documentation; and insurance and
property rights. It contains forms and documentation,
and is written in a jargon-free style.
The New Executive Assistant is a guide for EAs and
their executives, designed to help them reconsider
the EA role and look at it in a new light. The premise
is simple: the more effective the EA, the more
effective the executive ... and the more effective the
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organisation.
Justin had made a mistake. A big, life-changing
mistake. He already failed June once. He wasn’t
there when she needed him, and because of him,
their lives will never be the same. June is everything
to Justin, and he must be everything to her. He must
protect June at all costs. Justin is prepared spend
the rest of his life keeping her from getting hurt
again. But it seems they are always falling behind,
barely keeping one step ahead of the nightmares.
There is always one more hazard, just around the
corner. -A heartbreaking and intense story of the
journey of two children to find themselves and
happiness. -Is it possible to rise above your
circumstances when you already have two strikes
against you? That is the question facing June and
Justin, children thrust into circumstances that would
defeat many adults. Can they ever hope to live
happy, normal lives? Keywords: Young adult books,
Between the Cracks series, teen books, juvenile
delinquent, parole, drugs, choices, depression,
anxiety, addiction, gangs, violence, mental health
literature, mental illness, middle school, high school,
foster care, homelessness, suicide, in the margins,
marginalized, diverse, poverty, streets, custody,
friendship, substance abuse, incest, sexual abuse,
murder
In this ambitious book, Joyce Carol Oates boldly
reimagines the inner, poetic, and spiritual life of
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Norma Jeane Baker—the child, the woman, the fated
celebrity and idolized blonde the world came to know
as Marilyn Monroe. In a voice startling, intimate, and
rich, Norma Jeane tells her own story, that of an
emblematic American artist—intensely conflicted and
driven—who has lost her way. A powerful portrait of
Hollywood’s myth and an extraordinary woman’s
heartbreaking reality, Blonde is a sweeping epic that
pays tribute to the elusive magic and devastation
behind the creation of the great twentieth-century
American star.
What if everything the right thought about the left
was real? Accomplished ANTIFA operative Max
Marx is about to get THE big promotion: body
augmentation to become a fully-fledged super-
soldier in the shadowy organization's never-ending
battle to destroy the police, the American way of life,
gender, capitalism, and anything else they decide to
deem "fascist." The next frontline: internet celebrity
and right-wing gadfly Adonis Asproulis is about to
give a lecture on the campus of the prestigious Earle
University. Adonis could do the impossible: present
college students with a debate, ANTIFA'S worst
nightmare. Can Max and his comrades get to the
university and deplatform him in time? Or can the
officers of the Big City PD and newly-promoted
Sergeant Paul O'Shea put a stop to it?
For the person who longs to run their business from
home, author Carrie Wilkerson says it is possible.
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She says to the reader: reclaim your time, determine
your income, and change your lifestyle—all while
keeping personal priorities intact. Successful at
running her own seven-figure business from
home—and an active speaker on the subject—the
author demonstrates business models with tables
and charts in an easy-to-understand format.
Chapters include such subjects as finding a target
market, marketing strategies, and brand
development. Especially important are the common
pitfalls listed to avoid in starting a business from
home. To succeed as the barefoot executive, “Do
what you are qualified to do most immediately for
maximum profit,” the author says. “Then, you are
free to pursue what you are passionate about.”
There are many things in life that you cannot prepare
for but the board appointment process is not one of
them. Non-executive board directors often describe
finding their first directorship as an arduous and time-
consuming process. More experienced board
members suggest finding subsequent board roles
equally challenging. For these reasons, the biggest
mistake most people make when considering their
board career is not starting the process early enough
and not understanding how board appointments are
made. Regardless of your approach, the process of
finding and being appointed to a board takes a
certain amount of skill and practice. This book
provides practical advice, clearly written, to help get
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you on a board and 'dare them not to appoint you'.
Written by a former Times Crème PA of the Year,
this new edition of The Definitive Personal Assistant
and Secretarial Handbook is the ultimate guide for all
management assistants, PAs, secretaries and
executive assistants. Administrative personnel in
today's workplace hold an immense influence, not
only on their bosses' performance, but also on the
running of the whole organisation. This best-selling
book is the only resource needed to excel in one's
role as an assistant, outshine bosses' expectations
and go up the ladder. Placing special emphasis on
career development and learning, it provides help
and advice on the skills necessary to progress in
your career. Along with a chapter to share with your
boss for a more fruitful working relationship, it
includes help with time management, networking,
relationship management, communication and
confidence. Now with a new chapter on how to use
neuroscience tools to coach yourself through your
weaknesses and primed behavioural traits, it also
contains even more practical help with minute taking,
telephone and mobile communication etiquette and
presentation skills. With free downloadable online
resources to aid the day-to-day running of your
office, this comprehensive and accessible guide will
help you keep your finger on the pulse and maintain
your professional image.
Are you struggling to make sense of the disorganized chaos
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that is your workspace? Do you want more effective systems
for keeping yourself and your executive organized? Do you
want to better understand your organizational style? If you
answered, "yes" to these questions, we have an exciting
announcement for you! Julie Perrine, founder of All Things
Admin, has released her second book, The Organized Admin!
This new book includes advice, information, and resources on
developing simple organization systems that promote
administrative career success. Readers will discover how to
organize everything from their workspace to meetings and
events, and they'll gain a better understanding of their
organization style preferences for space and time. If you
would like to learn more about your organization style, visit
www.TheOrganizedAdmin.com to access the Time & Space
Style Inventory (TSSI) assessment. It's time to finally get
organized!
Ella is a naughty, fun-loving little girl - a little misunderstood
by all, apart from her best friend. "My friend Ella," about loving
and accepting ourselves for who we really are, is Angela
Garry's first storybook for small children.
You’re only a startup CEO once. Do it well with Startup CEO,
a "master class in building a business." —Dick Costolo,
Former CEO, Twitter Being a startup CEO is a job like no
other: it’s difficult, risky, stressful, lonely, and often learned
through trial and error. As a startup CEO seeing things for the
first time, you’re likely to make mistakes, fail, get things
wrong, and feel like you don’t have any control over
outcomes. Author Matt Blumberg has been there, and in
Startup CEO he shares his experience, mistakes, and
lessons learned as he guided Return Path from a handful of
employees and no revenues to over $100 million in revenues
and 500 employees. Startup CEO is not a memoir of Return
Path's 20-year journey but a thoughtful CEO-focused book
that provides first-time CEOs with advice, tools, and
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approaches for the situations that startup CEOs will face.
You'll learn: How to tell your story to new hires, investors, and
customers for greater alignment How to create a values-
based culture for speed and engagement How to create
business and personal operating systems so that you can
balance your life and grow your company at the same time
How to develop, lead, and leverage your board of directors
for greater impact How to ensure that your company is
bought, not sold, when you exit Startup CEO is the field guide
every CEO needs throughout the growth of their company.
The Definitive Executive Assistant and Managerial
HandbookA Professional Guide to Leadership for all PAs,
Senior Secretaries, Office Managers and Executive
AssistantsKogan Page Publishers
This new edition of The Definitive Personal Assistant and
Secretarial Handbook is the ultimate guide for all
management assistants, PAs, secretaries and executive
assistants. Placing special emphasis on career development,
it provides help and advice on the skills necessary to
progress in your career. Along with a chapter to share with
your boss for a more fruitful working relationship, it includes
help with time management, networking, relationship
management, communication and confidence. Now with a
new chapter which provides important advice on social
networking as an alternative communication tool, it also
contains even more practical help with minute taking. With
free downloadable online resources to aid the day-to-day
running of your office, this comprehensive and accessible
guide will help you keep your finger on the pulse and maintain
your professional image.
Collecting the first three epic volumes of the critically-
acclaimed Aspen series, The Executive Assistant: Iris
Omnibus Volume 1 is a must-have for fans of the series or
new readers looking to jump into the EA Universe. Featuring
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over 15 issues, this is the definitive Executive Assistant
collection!
The No1 Best Seller for Secretarial and Office Skills on
Amazon UK. A fantastic learning and development book for
Personal Assistants, Executive Assistants, Office Managers
and Admins.
Are there any constraints known that bear on the ability to
perform Agile Management for Software Engineering work?
How is the team addressing them? In a project to restructure
Agile Management for Software Engineering outcomes, which
stakeholders would you involve? How much are sponsors,
customers, partners, stakeholders involved in Agile
Management for Software Engineering? In other words, what
are the risks, if Agile Management for Software Engineering
does not deliver successfully? How does the organization
define, manage, and improve its Agile Management for
Software Engineering processes? What are the business
goals Agile Management for Software Engineering is aiming
to achieve? Defining, designing, creating, and implementing a
process to solve a business challenge or meet a business
objective is the most valuable role... In EVERY company,
organization and department. Unless you are talking a one-
time, single-use project within a business, there should be a
process. Whether that process is managed and implemented
by humans, AI, or a combination of the two, it needs to be
designed by someone with a complex enough perspective to
ask the right questions. Someone capable of asking the right
questions and step back and say, 'What are we really trying
to accomplish here? And is there a different way to look at it?'
For more than twenty years, The Art of Service's Self-
Assessments empower people who can do just that - whether
their title is marketer, entrepreneur, manager, salesperson,
consultant, business process manager, executive assistant,
IT Manager, CxO etc... - they are the people who rule the
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future. They are people who watch the process as it happens,
and ask the right questions to make the process work better.
This book is for managers, advisors, consultants, specialists,
professionals and anyone interested in Agile Management for
Software Engineering assessment. All the tools you need to
an in-depth Agile Management for Software Engineering Self-
Assessment. Featuring 616 new and updated case-based
questions, organized into seven core areas of process
design, this Self-Assessment will help you identify areas in
which Agile Management for Software Engineering
improvements can be made. In using the questions you will
be better able to: - diagnose Agile Management for Software
Engineering projects, initiatives, organizations, businesses
and processes using accepted diagnostic standards and
practices - implement evidence-based best practice strategies
aligned with overall goals - integrate recent advances in Agile
Management for Software Engineering and process design
strategies into practice according to best practice guidelines
Using a Self-Assessment tool known as the Agile
Management for Software Engineering Scorecard, you will
develop a clear picture of which Agile Management for
Software Engineering areas need attention. Included with
your purchase of the book is the Agile Management for
Software Engineering Self-Assessment downloadable
resource, which contains all questions and Self-Assessment
areas of this book in a ready to use Excel dashboard,
including the self-assessment, graphic insights, and project
planning automation - all with examples to get you started
with the assessment right away. Access instructions can be
found in the book. You are free to use the Self-Assessment
contents in your presentations and materials for customers
without asking us - we are here to help.
This handbook for administrative assistants and
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secretaries covers such topics as telephone usage,
keeping accurate records, making travel arrangements, e-
mail, using the Internet, business documents, and
language usage.
Assistant, you are a leader. As an assistant, you
constantly face obstacles that hold you back from
accomplishing your career goals. Whether it's a job
change, shifting deadlines, a micromanaging executive,
a toxic co-worker, a high-pressure project, or an intense
negotiation with a vendor, the administrative profession
is not for the faint of heart. If you're looking to maintain
the status quo and be "just an assistant," this book is not
for you. But, if you want the confidence and ability to
conquer the challenges that most try to avoid, then
you're in the right place. The Leader Assistant outlines
four pillars-embody the characteristics, employ the
tactics, engage in relationships, and exercise self-care-
that will help you rediscover your passion for the
profession and become a confident, future-proof, game-
changing Leader Assistant. If you neglect even one
pillar, you'll head for burnout, stagnation, and anonymity.
You are meant for so much more. Are you ready to be
the Leader Assistant the world needs?
Makes a great co-worker gift, Gift for Administrative
Assistant, office assistant gift. Looking for Administrative
Professionals Day Week gifts? Are you an Office
Manager, Executive, Human Resources Manager, or
Administrator? At a generous size of 7.5"x9.25", this
regal red notebook/diary is the perfect size for notes,
journal entries, or diary. The journal contains 108 lined
pages with plenty of room to record to do lists, thoughts,
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ideas, and favorite quotes! Know someone graduating
soon? This would be a perfect business college student
present or secretarial school student gift! Remember:
Administrative Professionals Week is always held
annually during the last full week in April. Administrative
Professionals Day is always held the Wednesday of that
week. When is Administrative Professionals Week
observed? 2015: April 19-25 2016: April 24-30 2017:
April 23-29 When is Administrative Professionals Day?
2015: April 22 2016: April 27 2017: April 26 Are you an
Office Manager, Executive, Human Resources Manager,
or Administrator? At a generous size of 7.5"x9.25", this
regal red notebook/diary is the perfect size for notes,
journal entries, or diary. The journal contains 108 lined
pages with plenty of room to record to do lists, thoughts,
ideas, and your own favorite quotes! Know someone
graduating soon? This would be a perfect business
college student present or secretarial school student gift!
Secret Santa Office gifts Gifts for coworkers Gifts for
secretaries Gifts for secretaries Executive administrative
assistant Executive assistant books Executive assistant
handbook Administrative manager Administrative
professional Employee appreciation gifts Appreciation
gifts Coworker gift ideas Admin day gift ideas Admin gift
ideas Admin Christmas gift Admin Christmas gift Be the
Ultimate Assistant
The church administrative assistant is a key part of
effective ministry. Greeting weekday visitors, taking
phone messages, managing paperwork, and keeping the
pastor and staff organized are just a few of the daily
tasks of an assistant’s role. This myriad of duties and
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responsibilities, which are often unique to each individual
church, makes training new assistants an often difficult
and daunting task for pastors and staff.The Church
Administrative Assistant’s Handbook is a valuable
training tool to help church administrators and assistants
work together to achieve efficiency and maximize their
church’s ministry. It includes a variety of useful forms
and information for the pastor and assistant to use
together as they set up their requirements and
expectations for a successful team.Resources
include:Design expectations and qualifications to use
when selecting an executive assistantQuestionnaires to
help determine work style, personality, and spiritual gifts
Practical tips, guidelines, and tools for accomplishing
daily tasks A CD with reproducible files of policies,
templates, forms, checklists, and procedures, which can
be adapted to fit a person’s various needs
WINNER: PA Voice Awards 2015 - Best Book for a PA
(1st edition) With the world of work profoundly disrupted
by artificial intelligence, machine learning and COVID-19,
the role of the executive assistant is changed forever.
Learn how to respond to these challenges and help
create 'the better normal' while developing the leadership
skills necessary to thrive in a senior administrative
position. From bestselling author and expert Sue France,
The Definitive Executive Assistant & Managerial
Handbook is the ultimate guide to management in the
context of an administrative role. Placing an emphasis on
both personal leadership and practical skills, this new
edition of the award-winning book teaches readers to
manage a team, develop the emotional intelligence to
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understand their colleagues, negotiate effectively and
confidently manage a project. Equipped with these tools,
readers will be ready to steer their teams to
organizational success in any situation. With new
sections on best practice for managing remote workers
and building a responsible relationship with new
technologies, The Definitive Executive & Managerial
Handbook is an indispensable guide for both ambitious
PAs aiming for promotion and senior assistants who
want to improve their skills.
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