Dear [SUPERVISER’S NAME], 

I recently came across an event that has been developed around the challenges I face on a daily basis and will provide me with the skills to perform more efficiently and to better support you in your role.

The EA PA Sydney Summit is taking place on the 16 – 18 May 2016 at the Shangri-La Hotel in Sydney and will feature 18 speakers and training sessions that will equip me with new skills and tools needed to help us become more productive and efficient as a team.

The two day conference will ultimately help us create a dynamic partnership, by providing me with the strategies to:
· Develop the leadership skills needed to get the best out of the stakeholders I work with 

· Update my skills for improved performance and understanding advances in technology to enhance my productivity

· Become resilient in the workplace to achieve sustainable high performance
· Learn how to develop solutions to the challenges I face on a daily basis by exchanging experiences and learning from my peers in facilitator led roundtables
I believe that these two days of unrivalled education and training will not only enhance my professional development, but more importantly expose me to the most innovative practices, experience and guiding principles in this space which will make me a better EA and help us achieve common goals.
In addition, the Summit is also hosting an additional workshop day featuring four interactive workshops which I can choose to attend. The workshops will cover the following niche learning areas and help me to:
· Build resilience to harness and cope with change in the workplace
· Develop and plan for moving towards a paperless office environment 
· Get the most out of stakeholder relationships by improving my leadership skills
· Develop a business planning approach to meetings with increased effectiveness 
The EA PA Sydney Summit will help me develop the skills that I need to fulfil and perform my role as an EA with more professionalism and confidence, which will reflect favourably on our organisation. 
What’s more, this year there are over 12 new speakers on the program, including keynote speakers Paul de Gelder, Navy Diver, Shark Attack Survivor and Author and Suzanne Young, Chief Operating Officer, NRL .
I’ve also attached a testimonial from Kaye Hodge, Executive Assistant at the Centre for Learning and Development at the University of Auckland who has attended and spoken at IQPC’s EA PA Summits seven times over the past few years, for you to review.

Thank you for considering this request and I look forward to your reply.

EAPA SUMMIT: May 2015
I am very pleased to provide personal feedback upon another hugely successful IQPC May 2015 EA & PA Summit.

The positioning of any international conference is paramount. True to form the IQPC website for this EA & PA Summit again provided an extremely professional and effective approach.  Comprehensive information of the entire programme including full speaker profiles was posted well in advance for those keen to undertake early research about the Summit.  It was apparent from the outset that this event had the hallmarks of surpassing delegate expectation.

As a facilitator, presenter and an attendee, it was evident that the Summit not only met, but in fact exceeded, the expectation of other delegates in attendance.  Conversations with others throughout this event included those I had met at prior Australian IQPC EA & PA Summits.  Informal feedback shared identified a high level of real appreciation and extremely positive reactions to the astute selection of programme presentations and comprehensive topics which were on offer at this summit.  

One example worthy of note was the comment from an enthusiastic delegate, who like others had expressed ‘they could have listened longer to so many of the conference presenters’.  A common appreciation shared was an affirmation in particular of this year’s programme: ‘hugely informative, inspiring at every turn, authentic and so much to learn from this positive professional development experience via the IQPC EA/PA Summits’.

My encouragement to all delegates attending these IQPC Summits is always about their personal commitment in terms of their own approach to learning, sharing and growth of their individual roles, regardless of their industry or organisation.

In today’s business environment it is pleasing that an EA / PA role is now viewed with greater perception in terms of the added value and enhanced recognition of such vital and integral personal contributions that can be made by EA or PA staff in these senior administrative positions. 

The IQPC Summits continue to provide a hugely supportive learning environment nationally and internationally for EA & PA professionals.  Their dedicated staff clearly having an instinctive and intuitive knowledge of current vital challenges and demands which many of us may face in the workplace on a regular basis in these roles.  I would like to take this opportunity to express my thanks because it is a privilege to continue to support the learning and development of those in our industry via these extremely professional EA & PA Summits.

Thank you.

Kaye Hodge
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Executive Assistant, Centre for Learning & Research in Higher Education, The University of Auckland
