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The award for assisting excellence 

 
 
 

A top performing PA is unquestionably one of the greatest assets a principal 
or business leader can have within the Executive team. No longer just a 
senior secretary, the modern PA is an accomplished professional with an 
armoury of talents and a working knowledge of the business that crosses all 
disciplines. The APA Diploma in Personal Assistance will offer advice and 
guidance to hone your PA skills to a new level of distinction and help you 
establish a great working relationship with your boss and your peers and set 
you on track for assisting excellence. 
 

Who should attend? 
 
This course requires a minimum of 12 months current experience in the role of 
PA and will ideally suit candidates that are looking to a long term role in 
business management. This programme will also serve as an ideal refresher 
for PAs returning to the workplace after a break. 
 

 
 
Programme Content 
 

·  Re-defining the Role – What am I Here For? 
�  Identifying the hot spots 
�  Evaluating what works 
�  Effectiveness v. Efficiency 
�  Taking control of the office 

·  Board Performance 
�  Corporate Governance 

·  Understanding Team Dynamics 
�  Making the team work for you 
�  Recognising your own limitations 
�  Psychometrics – RGBY tools 

·  Managing Time  
�  Goal Setting 
�  Tailoring the tasks to ensure success is achieved 
�  Procrastination and Time Bandits 
�  Limiting Stress and unnecessary pressures 

·  Advanced Communication  
�  Proposals, reports and presentations 
�  Networking 

 
Style & Duration  
 
Module 1 (750 credits) is the intensive first-day of the three-day programme 
and participants will be working in groups on pre-circulated tasks and will have 
considerable opportunity to network with colleagues.  
 
Credit Regime 
The Diploma is achieved through the accrual of a number of credits (3000 in 
total) and APA will accept a number of recognised PA Courses from other 
professional bodies and training organisations to negate the need to 
undertake Module 1. If you have already attended such a course please 
speak to the APA Training Manager to determine its acceptability and credit 
value. 
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Module One - This is a one-day 
course and is scheduled to run 
on the following dates: 
 
Thurs 1st October 2009 
Location: London 
 
Tues 3rd December 2009 
Location: Leeds 
 
Thurs 21st January 2010 
Location: London 
 
Thursday 28th January 2010 
Location: Birmingham 
 
Thursday 25th February 2010 
Location: Manchester 
 
Thursday 25th March 2010 
Location: London 
 
Thursday 29th April 2010 
Location: Leeds 
 
Dates & locations may change. 
Cancellation conditions apply 
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Timings 
 
The course will start each day at 09.00 and finish promptly at 17.00. There will 
be a short lunch break during which a buffet lunch will be served. Any special 
dietary requirements should be notified in advance. 
 
Presenter/s & Locations 
 
Specialist speakers, including Gareth Osborne, APA Director General, will be 
managed by APA Course Administrator, Faye Crisp, to meet local availability. 
APA only uses the highest quality, air conditioned and fully equipped training 
facilities. On occasions it may use partner facilities but these will meet its 
exacting standards. 
 

 
 
Programme Content 
 
Day One 

·  The Psychology of Leadership 
�  Leadership pressures, 
�  Thinking ahead, preventing crisis, 
�  Mobilising your resources,  
�  Reacting assertively, 
�  Situational leadership. 

·  Time Budgeting 
�  Parcels of Time, 
�  Managing people’s expectations, 
�  When to say no, when to stand back 

·  The 60-second PA (based on the concept of the One-Minute 
Manager) 

·  The ‘Ugly Betty’ Project – team exercise 
·  The PA as a Manager, 

�  Getting the best from your team,  
�  Staying Ahead of the Game, 
�  Absolute Communication. 

Day Two 
·  The ‘Ations’ 

�  Motivation,  
�  Inspiration, 
�  Communication,  
�  Innovation. 

·  Project Management 
·  Managing a Customer Service & Complaints Process 

�  Developing a Policy, 
�  Creating a regime, 
�  Professional response. 

·  Legislation & Best Practice in the Office 
�  Employment Law 
�  Health & Safety 
�  Facilities Management 
�  Environmental Policies 

·  The Laurel and Hardy Project – team exercise 
·  Twenty Five Top Tips for Assisting Excellence 

 

 
 
To be awarded with the Diploma, attendees must undertake the APA Diploma 
written examination and achieve a passing score – set annually by the 
Qualifications Committee. On completion of the compulsory, practical 
elements of the course attendees will be given a minimum of two weeks to 
revise the content before being invited to sit the written examination. 
Completion will be overseen by a Fellow of the APA and the paper returned to 
the Association for marking and award. Special provision will be made for 
candidates with disabilities or dyslexia. 
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Module Two - This two-day 
course is scheduled to run on 
the following dates: 
 
 
W 9 & T 10 December 2009 
Location: London Stansted 
Airport Hotel (tbc) 
 
W 10 & T 11 February 2010 @ 
London Stansted Airport Hotel 
(tbc) 
 
W 10 & T 11 March 2010 @ 
Leeds Airport Hotel (tbc) 
 
T 11 & W 12 May 2010 @ 
London Stansted Airport Hotel 
(tbc) 
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One of the unique features of the APA Diploma of Personal Assistance is the 
PA Mentor scheme. This provides for the appointment of a personal mentor to 
help you during the first 3-months after award of the Diploma. Your Mentor will 
be available for you to contact when you need additional guidance and 
support. All mentors will be experienced PAs and a Fellow of the APA. 
 

 
 
To facilitate the maximum take up of the Diploma Programme APA has 
chosen three UK Airport Hotels for the delivery of Module 2, the two-day 
intensive workshop. 
 
These Airports are: 
 

·  Stansted 
�  Serving Manchester, Dublin, Glasgow, Cork, Derry, Newquay, 

Newcastle, Blackpool, Edinburgh, Guernsey and Belfast. 
�  And, by Rail – London & Cambridge. 

·  Leeds/Bradford 
�  Serving East Midlands, Edinburgh, Glasgow, London LHR, 

Manchester, Newquay, Norwich, Jersey and Birmingham. 
·  Manchester 

�  Serving Belfast, Bristol, Cardiff, Cork, Dublin, Exeter, Isle of 
Mann, Jersey, London (City, Heathrow, Gatwick and Stansted), 
Luton, Newquay, Norwich, Plymouth, Shannon and 
Southampton. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Price 
 
All APA courses are delivered by professional and experienced speakers 
and the content is continuously updated to ensure it is relevant and 
topical. Course materials are designed and created with reference to the 
APA panel of PA Advisors and Directors to ensure compliance with 
statutory legislation and best practice. 
 
The APA Diploma programme is the pinnacle of Assisting Excellence. 
 
APA Members 
The full Diploma & Test             £ 1,650 + VAT    
The full Diploma & Test (less Module 1)           £ 1,350 + VAT 
 
Non-Members 
The full Diploma & Test             £ 2,100 + VAT    
The full Diploma & Test (less Module 1)           £ 1,850 + VAT 
 
Please note that accommodation and travel costs are not included and 
attendees will be required to stay overnight for at least one night during 
Module 2. 
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