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BUSINESS CASE FOR CREATING  AN INTERNAL NETWORK FOR ASSISTANTS

This is downloadable Appendix 12. You can use this Appendix to convince management of supporting the creation of an internal network, practically, financially and emotionally if you have not already got one. 

I highly recommend that you create internal Assistant networks whether or not you are in the same office or even in the same country. With today’s technology, geography is not important. You probably talk on a regular basis with Assistants in the same company but in different offices and sometimes in the same building and you hardly know them personally or have met face to face. You can arrange regular meetings either face to face or virtually. I also recommend that away days and teambuilding events are organised every 6 months or minimum annually. 

Meetings could include the following:

· One of the Assistants should attend the leadership meetings and take the minutes and disseminate appropriate information back to the Assistant network and vice versa to keep the communication flow between leadership and assistants.

· Lunch and learn meetings – using internal and external speakers on all topics relevant to the Assistant’s role for both hard and soft skills. Assistants to have input on the topics

· Solution finding meetings – work on any issues that arise 
 
· Planning meetings – for forthcoming projects

· Planning meetings for forthcoming Assistant networking meetings

· Office awareness meetings - where you invite someone from another division to inform you how you can help them and what they can do to help you for example Information Technology Department, Accounts Department, Audio Visual Department.

· Organisation status meeting - CEO informs of the mission and vision of the company and give you the opportunity to ask questions and offer suggestions. 


Using technology

· You could also have an internal forum on the organizaton’s intranet or via ‘Yammer’ if you have this technology (similar to LinkedIn but internal only unless you choose to add external suppliers etc). 

· The training magazine, Executive Secretary magazine can be bought as a pdf to be shared online for all Assistants. This magazine is purely training articles from Trainers and Assistant experts

· Information could be shared digitally on the most recent useful websites and apps that people have found work for them and their boss such as travel apps like “Tripit’ Travel Organizer. 

· Closed SharePoint could be set up for sharing documents and organizing projects and teams, 

· A Calendar of relevant Internal & external events for Assistants such as external networking meetings where they can meet Assistants from different organizatons Hopefully the organization would support attendance of these meetings financially and morally but may be on a rota basis for fairness to all 

· Set up a newsletter or digital magazine to share information including social events and new starter profiles etc

· Create an approved recommended speakers/trainers database for office events as a whjole as well as for the Assistant networking meetings.

· Create a list of approved suppliers, vendors, associations

· Writing blogs for raising profile, sharing experiences, reporting back on training you have attended, work related book reviews etc

· Create an online induction binder for Assistants as well as hard copies. 

· Create an online Standard Operations Procedure binder with the input from all as to what they need and create new procedures

· Create a Team Charter to include rules of engagement and expectations including how long the future meetings will be, when they will take place, how often and how we will organise the agenda etc

Frequency of meetings 

The meetings can occur as regularly as you need them but I suggest at least once a month to keep the momentum going and they should be supported at the highest level and top down and considered mandatory. Otherwise it is the people who don’t go who are really the ones who need to go. All managers are required to buy into this concept as ultimately, it will help the boss to achieve their goals and objectives in a more productive and efficient way. Bosses need to make sure that on the day of the meeting they encourage their assistant to attend and organize their workload to enable the assistant’s attendance. The Assistant should put the ‘Assistant Network’ meeting in the boss’s diary so they know when they will be away from their desk. Also Assistants could ask bosses if there is anything in particular they would like them to discuss at the Assistant forum meeting that could help them in their job. 

Benefits 

An internal network for Assistants is fundamental to the success of the boss, the organization and the Assistant for the following reason:
· Prevent ‘re-inventing the wheel’ and share best practice, information, keeping up-to-date with technology and trends

· The outcome is: increased morale, motivation and productivity, sense of accountability, teamwork, confidence and an increase in skill set as they take on different roles within the team. They will have the opportunity to increase their skills in Chairing meetings, minute-taking, coaching, presentation skills, organising meeting skils, communication skills, negotiation skills, delegation skills, influencing skills and it also gives them a sense of purpose.

· It may increase retention rates due to the inevitable feeling of belonging and being part of a team that is appreciated and when you are appreciated you feel you want to go that extra mile.

· They can hold themselves as well as each other accountable

· It creates a unified workforce and collaboration between Assistants

· Minimized risk due to transparency and everyone knowing what everyone is doing and how they do it.

· Cost effective continual learning and dissemination of important information from the top down

· Assistants can collaborate to offer suggestions, ideas and changes in processes and procedures that can be improved to save time and money

· Useful for inductions when new people start work and they can meet everyone in one place to help them settle in quickly and find out who the ‘experts’ are in each area for when they need help. They will also very quickly understand the vision and mission of the organisation and the Assistant network.

The CORE Model and how it can help you persuade leadership team to support you emotionally, practically and financially. 

Change can cause stress or be viewed as something that may save time and money. As Assistants we should all be ‘change agents’ not only for helping ourselves accept change and view it as improvement but also to help our bosses lead change. Sometimes, Assistants need to be the leaders of change when needing to change out dated processes or procedures or push change through that will help them in their role. For example, an Assistant may wish to create an internal networking forum for Assistants and for this you would need the full support of leadership especially if you require a budget to pay for lunches and speakers. As it will be something new to them and something they may need convincing about, the best way to do this is to put a business case together. I will use this example to illustrate ‘The CORE’ model by Jan Hills of ‘Head Heart + Brain.’ 

‘The CORE model’ which is backed by scientific research, helps you understand in what areas threat or reward is likely to be triggered and can therefore help when writing a business case. A "threat" doesn't have to be someone about to punch you, and a "reward" doesn't have to be a bonus. We could equally use the terms "avoid" and "approach" to distinguish the things that make us feel uncomfortable or comfortable, things we want to get involved in or move away from. When making a proposal to your boss look at the CORE model and see how this impacts on their sense of Certainty, Options, Reputation and Equity. You can use this as a checklist of how people will respond to any change situation. 

Certainty  

The brain likes to be able to predict what is going to happen and when it can’t predict, it feels a sense of threat and when there is sense of threat it will move away from it. So if you are trying to introduce a new process, new way of working, new business model or change situation, the more people have a sense of certainty and control over the change, the less resistance you will get. 

Example: introducing an Assistant Networking Forum: 

The brain tends to notice threat before reward so make sure you describe what might happen if you don’t create an internal network for Assistants. For example, there will be incoherence between the Assistants, time will be wasted ‘re-inventing the wheel,’ lack of teamwork and a breakdown of communication resulting in being less productive and all this will affect the atmosphere and the smooth running of the office.

Also as some people have a preference for noticing reward and for bosses who like a picture of the future you might want to mention some reward based examples. For example, having an internal Network for Assistants will result in better teamwork, being able to help each other and delegate work to each other, learning about each other’s roles and the different functions of the company and sharing best practice.

When writing your business case you can show them case studies of companies who have already successfully implemented internal networking forums for Assistants and show them the positive outcomes and reasons why it would be an excellent idea to implement a forum in your workplace. 


Options 

Neuroscience says that simply having a sense of choice is rewarding. If you offer choices it will get you further than telling people this is how we will change.

Example: introducing an Assistant Networking Forum: 

You could offer the choice of weekly, monthly, quarterly forums, departmental forums or whole office forums and even cross-geographical forums with other offices/countries. You could offer to hold them over lunch so it is not taking time out of work as long as a buffet lunch is provided. You can offer the choice of having internal speakers with only occasional paid industry experts brought in. You can give them a choice of attending the meeting themselves to disseminate information such as the vision, mission and values of the company etc. You can also ask them if they have any ideas they would like to include.

Reputation

If you can help people to have more of a sense of reward rather than threat around their sense of reputation it can make the change easier. Offering to coach or train someone can give a sense of reward if they are taking on new duties. If you take some of what you are learning in this book back to your workplace, it will give you a sense of reputation as you will know things that your colleagues don’t and that includes your boss. 

Example: introducing an Assistant Networking Forum: 

You could explain how creating an internal networking forum would enhance and raise your profile and reputation amongst the Assistants and executives, and it will give you a sense of empowerment and motivation to excel. The reputation of the company as an empowering and caring company who cares about the development and communication between Assistants would attract high calibre Assistants when hiring new staff.

Equity

The change has to be seen as fair, equitable and free from bias and dishonesty. The Insula has been seen to light up when people are averse to inequity and we become less productive because of the decreased activation in the reward centre of the brain. The Cortex is involved in evaluating whether outcomes are met or are different from expectations. Transparency needs to be created and clear, honest communication. 

Example: introducing an Assistant Networking Forum: 

Introducing a forum and inviting all Assistants, ensuring that everyone has an opportunity to speak will give each Assistant an equal chance to understand each other as well as policies and procedures. They will have an equal say on how they think the office is running well and what could be improved. They will understand that the forums are to create open, honest and transparent communication to enable Assistants to talk to each other and help each other as coherent teams.
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