
  
 

 

Copyright Tate 2016 | www.tate.co.uk | 800 The Boulevard Capability Green, Luton LU13BA - T. 01582 692692 - enquiries@tate.co.uk  

   

Pippa’s advice on... 
How to Progress in your career as a PA 
 
Hello all. How are we? Looking forward to the true start of the festive season? (As opposed to the 
one the shops start in Autumn….toooo early) 
 
I can’t wait, but between now and then the work diary is chock full and the climb is still very much 
uphill, though it feels like the peak is a mere couple of weeks away before the downward slope of 
boozing, shopping and over eating begins! I must say 2017 has been very busy for me. I work for the 
most fantastic boss, but it’s such uncertain times for so many businesses and until people have 
more clarity over what’s happening with the ‘B’ word, I guess this will continue. So, nothing less 
than hard graft is expected from everyone. As a result, I personally believe that the stagnant 
economic climate, ironically means there are more not less opportunities for ambitious PA’s (what 
I call ‘career PA’s) to further their careers. 

Ask any successful leader how they achieve their goals while battling a diary full of commitments, 
a deluge of emails and requests for their time, and most will say they couldn't do it without their 
personal assistant. Of course, we know full well that PA’s are at the heart of organisations and are 
often required to work side-by-side with chief executives and leaders, playing a key role in 
supporting decisions. Long gone are the days when ‘secretaries’ sat in a typing pool, took dictation 
and reminded bosses (most of whom were men) when their wives birthdays were (thank 
goodness…) Technology has released us from routine clerical tasks and created opportunities for 
us to take on new responsibilities.  

Going back to my original point, certainly in my company, some of the duties traditionally belonging 
to middle management have also been taken up by PAs during this tricky period of economic 
uncertainty and austerity. So, while a PA will still be expected to book meetings and juggle diaries, 
they might also be running their own team or conducting meetings on their boss's behalf. 

Therefore, it could be a good time to be thinking about taking your role up a gear, meaning more 
responsibility, more money and maybe even a new title (EA) or, one day, a new job path altogether. 
Perhaps in marketing, sales or management. Are these things you’ve considered? If not maybe 
now is the time so that come January you can start to action your plan to go up a gear. 

That said, here are my tips on how to progress as a PA. 

1. Be clear about your intentions – It’s important to remember that your boss isn’t psychic. If 
they don’t know that you are keen to get ahead or that you would like to be considered for any 
forthcoming opportunities then you may end up getting passed over. So, when it is appropriate 
to do so, make sure you verbalise the fact that you do want to progress at some stage. Make 
sure that in by doing so you don’t give off signals that you can’t be bothered with the more 
mundane tasks you’re required to do. Ultimately, first and foremost they need their diary to 
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work and for you to be as efficient as possible in terms of running their work lives smoothly. 
They will only want you to take on more if they basics don’t suffer.  

 
2. Be pro-active -  I once heard of a PA who organised a multimillion-pound tender submission at 

short notice because their boss was away and the opportunity was too good to miss. They went 
on to a career in sales and marketing after winning the contract. This must have taken a lot of 
nerve and perhaps was a gamble but, given that it paid off, it’s certainly food for thought and 
shows what can happen if you’re keen and in the right place at the right time. 

 
3. Make sure you’re ready – Executive Assistants do tend to be expected to work slightly longer 

hours and there is definitely more responsibility. At times your boss will look to you for an 
opinion and when they’re away you may even be required to step into their shoes at times. So, 
enjoy being a PA until you are one hundred percent ready for the change and for what certainly 
feels like a more committed role. Like-wise there is absolutely nothing wrong in being 
perfectly happy as you are and not wishing to change a thing.  

 
4. Dress to impress – To an extent what you wear shouldn’t matter, but of course it does, to a 

huge degree. If you want to be seen as someone who would make a great EA then dressing the 
part helps enormously. That means looking smart and groomed and the right side of edgy. 
Think about who your role models are in business and have a look at the kind of style they wear 
at work. Looking good doesn’t have to cost a fortune either, although if you invest in a few 
quality pieces they will last. 

 
5. Have PA goals – Plenty of us don’t see being an assistant to someone as a route to a sales or 

marketing job but want it to be our job for life. As I’ve pointed out already, there is so much 
more to the role these days than basic administrative tasks and as a result it’s a role that is 
respected and valued. Be good at what you do and the sky’s the limit. You could end up on a 
very healthy salary with all the perks that a full- time job brings (holiday pay, pension and so 
on) whilst having a lot of responsibility and maybe even being head of a team at some point. 
Earn your boss’ trust, demonstrate your skill sets and how much you understand and the role 
can expand as much as need be. 

And that’s it for this month’s Pippa guide. But I can’t wait to check in with you all next month by 
which point all sensible thoughts about career progression and so on will be on hold as no doubt 
I’ll be positively sliding down that downhill slope and Christmas fever will have taken hold. 
 
Until then work hard comrades, do check out my twitter @Pippablog and see you soon! 

 
Love Pippa x 
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