
In all your years in the workforce, what attributes, traits or behaviors  

have you admired in Executive Assistants? 

ABILITY TO 
ANTICIPATE 

 

COMPETENCY 

MANAGING 
COMPETING 
DEMANDS 

CONFIDENTIALITY 

TRUST 
WORTHY 

ORGANIZATION PROFESSIONALISM 

DETAIL 
ORIENTED 

POSITIVITY 

GOOD 
JUDGEMENT 

INDEPENDENT 

LOYALTY 

EMOTIONAL 
INTELLEGENCE 

COMMUNICATION 
SKILLS 

 

 

 

 

 

 

 

 

 

 

 

 

 

REPRESENTATION 

 

 

 

 

 

 

 
 

 

 

 

 

  

 
 

 

 

 

 
 

 

 

 

 

 



Do you have any advanced competencies that you seek  

in an Executive Assistant that are not already listed? 

MENTORING 
NEGOTIATING  

PRESENTING 

 

 

 

 

 
 

 

 
 

  

 

 
 

 
 

 

 

 
 

 

 

 

 

  

 
 

 

 

LEADERSHIP 

PROBLEM  
SOLVING 

TECHNOLOGY 
SKILLS 

TEAM 
PLAYER 

 

 

 

 
 
 

 
 

 

  

 

  

 

 


