
Personal and Executive Assistants’  
Annual Conference...

Golden PAs/EAs 
in Local Government
Friday 25 June 2010

This annual event provides the opportunity to enhance 
your professionalism and strategic awareness. Enjoy 
the chance to share experiences with others in a 
stimulating environment where networking with your 
counterparts from other NSW councils is encouraged. 

Conference details
Cost
Conference only, $440 incl. GST     

Welcoming dinner and conference, $495 incl. GST 

The conference fee includes comprehensive papers for 
each participant, morning tea, lunch and afternoon tea.

Accommodation
Accommodation is available at the Menzies Hotel at a 
special conference rate of $149 inclusive of GST for a 
standard room. Please contact the Hotel direct to make  
a reservation on (02) 9299 1000. The reference number  
is 100624 LGLS.

Enquiries  

Contact Learning Solutions on (02) 9242 4081,  
(02) 9242 4181 or learning@lgsa.org.au

Registration  

Complete a registration form and fax to (02) 9242 4188.

Information you should read
Enrolment Procedure/Conditions

 ! Local Government Learning Solutions will con®rm 
attendance and venue details two weeks before the 
conference commences. When we con®rm the event,  
a tax invoice will be supplied.

 ! We reserve the right to make changes to the date, 
venue and presenters of the conference.

Cancellation Policy

 ! All cancellations must be received in writing ®fteen 
working days before the commencement of the 
conference or the payment will be forfeited.  
A substitute enrolment may be made.

 ! Where we cancel an event, written advice will be 
forwarded to the contact person prior to the seminar 
starting date and a full refund will be provided.

 ! If the event is cancelled for a reason over which we 
have no control, our liability is limited to the program 
fee only.

Privacy Statement  ± Local Government Learning Solutions 
respects your privacy and strictly controls the use of 
personal information.

PA/EA Conference 2010 
Registration Form
Personal Details

Name

Position

Council

Phone

Fax

Email

Please tick one option

I will be attending Dinner and Conference

Fee: $495 inc. GST

I will be attending Conference only

Fee: $440 inc. GST

Dietary Requirements
Please let us know any dietary or other special needs

Workshops
Please select your ®rst and second choices by writing  
1 and 2 besides your selections.

Concurrent Workshops

A. Improving your work/life balance

B. Colour your world

C. In¯uencing skills for PAs/EAs

D. Planning and conducting successful meetings



Keynote Speakers

Thursday 25 June 

Dinner Guest Speaker ± Julie McCrossin

Julie McCrossin is an outstanding presenter and 
media personality who is renowned for her warmth, 
humour, intelligence, professionalism and commitment 
to justice and diversity. Julie is appearing through 
`Celebrity Speakers ± www.celebrityspeakers.com.au'.

Please wear something gold to the dinner!

Friday 25 June

Melanie Wass, Natural Consulting

Melanie Wass has extensive experience in human 
resource management, development and consulting 
across an impressive breadth of organisations 
including manufacturing, retail, professional services, 
healthcare, public sector, tourism. She is a licensed 
Springboard trainer. Melanie is an accomplished 
presenter with an engaging style designed to 
challenge paradigms and effect behavioural change.

Shivani Gupta, passion@people PTY LTD

Shivani was born in India and grew up in Australia. 
She is a quali®ed engineer, has an MBA and 
worked as a senior manager for BHP Billiton before 
a life-changing trip to Nepal in 2001. After this 
transformational trip, she left the corporate world  
to start her own business to help others.

She has won many awards including Telstra Business 
Woman of the Year and is an honorary member of the 
Golden Key which has members such as Bill Clinton 
and Ian Thorpe.

Networking Break – The Theme of the Colour Gold

Concurrent  Workshops
(Please choose one only)

A. Improving your work/life balance,  
Carole Webb, Consultant

The BIG question is when you retire will you say to 
yourself, `I wish I had worked harder?' or will you say, 
`I wish I had spent more time on  some of the other 
things in life'. Getting the balance Just Right is hard.  
In this session we will use a quiz to look at where your 
balance is currently. We'll chart present activities and 
priorities. Then we'll look at 10 tips for getting your life 
in balance and develop an action plan to begin the 
journey to `perfect balance'.  

If your balance is tipping the wrong way, this session 
will help you to readjust the scales. 

B. Colour your world, Vivienne Cable,  
Image by Design 

Vivienne will give a general outline of the importance 
of appearance particularly in the workplace, and how 
it impacts on everything and everyone around us. 
Vivienne will give some tips for wardrobe organisation 
as most people ®nd they have a wardrobe full and 
nothing to wear.

Each participant will receive an overview of personal 
colour and style. Several volunteers will be able to 
have a mini make over, with clothing and make up.

C. Influencing skills for PAs/EAs,  
Darryl Rubiolo, Senior Learning and 
Development Consultant

As we journey through a time of workplace changes 
including restructures, how can you effectively 
in¯uence your boss and colleagues? This highly 
interactive session will help you to identify good 
practices when in¯uencing your boss and colleagues 
and practices which should be avoided.

D. Planning and conducting successful 
meetings, Narayan van de Graaff

Kerry Packer once said that meetings are events 
where minutes are taken and hours are wasted!  
Unfortunately, many of us will agree with this 
sentiment. Most of us have participated in meetings 
that didn't have clear, timely agendas, didn't start 
or ®nish on time, were dominated by one or two 
people, didn't achieve the sought outcomes, and 
®nished without participants being clear on what was 
decided. Fortunately, many of us have also been to 
meetings that were very productive, useful and even 
indispensable to our work.

Narayan will highlight the critical success factors for 
effective meetings, and also get you to appraise the 
effectiveness of the meetings with which you are 
involved. He has run workshops on chairing effective 
meetings for staff and councillors in various councils. 
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Key Themes

The important role of the  
PA/EA in local government

The Year of the Women  
in Local Government

Achieving Work/Life Balance

Instilling Passion in your Work  
and Relationships


