
FIVE 
STRATEGIES 

YOU CAN 
START USING 

TODAY



Being a World Class Assistant is not about perfection. It is about excellence.

World class organizations lead the way. They create the future, carve new paths, and set 
standards others follow. World class assistants do the same. They continuously improve, 
think bigger, and position themselves as strategic partners rather than task executors.

The reward is not just recognition. It is the confidence and satisfaction that comes from 
becoming the best version of yourself.

A world class assistant moves beyond teamwork into true partnership.

Teamwork often focuses on day to day tasks and short term priorities. Strategic partnership 
is collaborative, future focused, and holistic.

When you operate as a strategic partner, you understand the why behind decisions. You see 
the bigger picture and contribute to it.

Ways to strengthen a strategic partnership:

• Communicate openly and honestly with your leader
• Understand how the business operates, not just the tasks
• Learn the mission and priorities behind your executive’s work
• Become involved in decision making processes

This approach reduces stress for your executive and positions you as a trusted partner, not 
just support.

BUILD A STRATEGIC PARTNERSHIP

World class communication is intentional.

Before you communicate, start with the end in mind. Ask yourself what you want to 
accomplish.

Consider:

• Your goal for communicating
• Your relationship with the person
• The most effective tool to use

Email, meetings, video calls, and face to face conversations all serve different purposes. 
World class assistants choose the method that will have the greatest impact, not the one 
that is easiest or most common.

In a distracted world, intentional communication sets you apart.

COMMUNICATE WITH IMPACT
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World class assistants do not only focus on today. They anticipate tomorrow.

Being future focused helps prevent constant firefighting and reactive work. It allows you to 
be proactive and prepared.

Ways to develop a future focused mindset:

• Watch business, workplace, and career trends
• Pay attention to new and emerging technology
• Notice patterns and industry disruption
• Listen closely to your executive for cues about what is coming
• Read regularly to stay informed
• Talk with coworkers about what they see on the horizon

When your antenna is up, you are better prepared to learn new skills and adapt before 
change is forced upon you.

BE TOMORROW FOCUSED

Your professional brand exists whether you choose it or not.

If you do not define your brand, others will define it for you and it may not be the brand you 
want.

Start by deciding how you want to be perceived. Then reinforce that image through:

• Your actions
• Your communication style
• Your appearance
• Your attitude

A clear and intentional brand helps you stand out in a positive way and builds trust with 
those around you.

CREATE YOUR SIGNATURE BRAND

Today’s workplace is competitive. Show and tell matters.

It is no longer enough to say what you can do. You need to demonstrate your value.

One powerful way to do this is through a career portfolio.

A strong portfolio may include:

• Samples of your work
• Thank you notes, emails, or feedback you have received
• A list of your top skills
• Your professional values

This allows others to clearly see the impact you bring and the value you deliver.

DEMONSTRATE YOUR VALUE
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These five strategies are only a portion of what is taught in the World Class Assistant 
designation.

The full course provides hands on practice, guided application, and real world scenarios so 
you leave confident and ready to operate at a higher level.

If you are ready to move beyond tasks and step into a strategic role, this is your next step.

Learn more at OfficeDynamics.com/world-class-assistant

FINAL THOUGHT
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