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Picking the right assistant

Today's executive aides have more skills than ever to handle array of difficult tasks
assigned by bosses

By Kate Fitzgerald

Executives across metro Phoenix, including Gov. Janet Napolitano, say one of the secrets to their success
is having an executive assistant who works magic.

These are no ordinary aides or old-time secretaries. They can produce a PowerPoint presentation on a
moment's notice, they have contacts in the mayor's office, and they know how to merge and organize your
client databases.

It's not only their razor-sharp technical skills that make them invaluable. They also have emotional
intelligence and good memories.

And, sometimes, it seems as if they can read your mind. They are detail-oriented, natural organizers, and it's
not uncommon to find they have college degrees.

When Carolyn Brown launched The Accountant's Office, LLC, a small-business accounting firm in
Chandler five years ago, she wanted to keep her overhead low and skimped on paying for her own support
staff.

Several months later, she hired an executive assistant, even though it seemed like a big expense for a small
business.

"Hiring an executive assistant was the smartest business move | ever made," Brown said. "l was doing all
kinds of tasks that were productive, but they weren't making my business grow or producing revenue. . . .
When | got someone to handle those tasks for me, things were done better and faster by someone who was
happy to do them. . . . | tell my assistant to let me know if she sees me doing anything she could do."

Brown, who has hundreds of clients nationwide, that at smaller companies, all the executives don't have
assistants. But at the bigger firms, key people almost always do.

David Nelson, managing partner for the Scottsdale-based executive recruiting firm of MercerMorgan, said,
"Technology and automation have made it possible for corporations to operate with leaner support staff.

At the vice president and director level, you're likely to find administrative help is more of a shared resource,
where three or four people are getting help from one person, which saves companies lots of money. But at
the top level of organizations, it's still one executive assistant for each executive."

Top executive aides can expect to earn annual salaries in the $40,000 to $50,000 range, but some aides
make $60,000 or more. Standard pay for an administrative assistant may range from $28,000 to $36,000
annually, with an entry-level salary at about $25,000,

The job market has tightened, and you may have to invest some time to find that super executive assistant if
you don't already have one.

But several executives have offered examples of strong executive assistants who are helping them soar,
and their stories can help determine what type of assistant you might need to improve your job performance.






