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I invent nothing, | rediscover. — Auguste Rodin

ABSTRACT

This project paper explores how the administrative profession, with a focus on executive
assistants, engages in organizational change and raises awareness of how administrative
professionals can define a role in organizational change in partnership with the executives
and teams they support. It provides a way for administrative professionals to be able to see
themselves engaging in change in small ways — by building foundations for change through

managing information and connecting people to each other.
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Introduction
As with change itself, how organizations and leaders have approached and steered change

over the last couple decades has been evolving. The “Rhythm of Change” began to sound
and feel different and Huy and Mintzberg urged us to listen (2003). There have been “New
Deals at the TOP” to be had (Doz & Kosonen, 2007) and “Big Ideas” for embracing agility
(Rigby, et al., 2016). Organizations have been moved to “Accelerate” (Kotter, 2014)

and it became time for a “new language of leadership to be explored” (De Smet, et al.,
2018). “Change is changing” adds Michels (2019) and we're reminded that beating the odds
and succeeding in organizational change (Axelrod, et al., 2006) is hard and there is no one

right approach.

One foundation of success is clear across the research - succeeding in the organizational
change landscape of today means involving employees at all levels in an organization. The
need to “widen the circle of involvement” and “connect people to each other” is fundamental
(Alexrod, 2010).

Widening the circle to include Administrative Professionals (APs) who work alongside the
Executive Teams (ETs) of today’s organizations can be a powerful force in connecting
people to each other. A successful AP is a highly networked, informed and trusted partner to
the exec and the team. They are often respected colleagues, motivated to help and support.
Often referred to as the “glue” that holds things together, they are also often an untapped

and invaluable resource ready to engage and connect.

My experience as an Executive Assistant (EA) has shown me that, in fact, our profession is
already engaging in organizational change in small yet crucial ways. Through partnering with
the exec and team, managing information, and making connections to complete day-to-day
tasks, they are performing intrical tasks needed to build strong foundations for embracing

and engaging in change.

Now imagine Administrative Professionals, working alongside the executive and teams they
support, empowered with the awareness and knowledge that the small things they are

already doing, and the small things still to be done, are helping to build solid foundations for
managing change already underway — while creating the momentum needed to successfully

implement changes ahead.

It's time for the administrative profession to begin to engage in organizational change

deliberately and proactively.
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The Administrative Professional in the Organization

Engaging in Change

What APs Do - A Catalyst for Connection and a Conduit of Information

Administrative Professionals are the “doers” of organizations, providing support to Executive
Teams to accomplish what they need to do. As part of the administrative profession, the
operationalizing of the executive team strategy is a critical aspect in organizational change.
Utilizing connections they make in the organization and managing information is

fundamental to being able to do their jobs and operationalize what the team needs to do.

Making good connections — an EAs unique position

Executive Assistants are uniquely positioned in their organizations. In many organizational
structures, the EA will often be situated “off to the side”, working from an island in an
organization only connected by the Exec they support. This may lend itself to being
disconnected from others, but if they are doing their job, they are highly networked. If they
don’t have the information they need, it falls under their responsibility to know where and

how to find it.

A successful EA needs to work up, down and across the organizational structure, spending
much of their time connecting with individuals at all levels of the organization and building
bridges. Not only does this form 1-1 connections, but it allows EAs to extend their reach and
connect people to each other — a key principle in engaging employees in organizational
change. Whether EAs are bridging disconnected individuals or connecting those in cohesive

networks, they are catalysts for change (Battilana & Casciaro, 2013: 13).

“Creating an engaged organization means you sweat the small stuff’ Axelrod says, and you
do this by focusing “on daily contacts” (2010: 61). EAs are highly skilled in this regard,
connecting people to each other in small ways, bringing the organizational chart to life.

The Administrative Professional — a role in organizational change

While APs and EAs alike explain their work as meaningful and rewarding, and ETs
consistently describe them as invaluable, much of what an AP does is “neither noted nor
widely understood.” This may have to do with outdated position descriptions which focuses

on those tasks easier to identify (Mcllroy, 2018: 24).
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The recent publication of the “Global Skills Matrix” from the World Administrators Alliance
confirms the need for APs to improve defining their roles in organizations. In their research
they found that 73% of administrators, including EAs, felt their organizations didn’t
understand their role or potential impact of using them properly (World Administrators
Alliance, 2021).

You will not find the words “change agent” or “organizational change” when searching the
Global Skills Matrix. But you will find the skills and tasks fundamental for organizational

change at all levels (World Administrators Alliance, 2021).

TABLE 1: AN ADAPTION OF THE GLOBAL SKILLS MATRIX FOR ORGANIZATIONAL CHANGE SKILLS AND TASKS

12 Selected Key Skills and Tasks Key Impacts on
Organizational Change

Awareness of morale Corporate thermometer, understanding
emotions and narratives

Calendar management Creating time and space, keeping Exec
accessible

Cultural awareness Diversity and Inclusivity

Ethical Awareness Doing what is good and right

Foresight, anticipation & initiative Proactively looking for opportunities

Information collection & management Assessing information to solve problems
and act for change

Managing Events Celebration

People management Resolving conflict

Prioritizing Re-balancing, putting change at top of the
list

Process improvement Problem solving

Team Building and relationship building Connecting people to each other

Tracking Execs Commitments Accountability

Support and drive objective and goals of Exec Understand strategy and vision

Exploring the administrative professional community, including EAs, outside my own
organization, made up of 95% women (Strauss, 2019), connected me to inspiring,
thoughtful, and engaging individuals. Not only are they the type of individuals you want by
your side in any organization, but their skills and tasks match what is required in

organizational change.
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TABLE 2: HIGHLIGHTED CHARACTERISTICS OF APS

Characteristics of Administrative
Professionals

Characteristics of continuous
Organizational Change

Constantly seeking to stay up-to-date
Reflective

Learning

Detail orientated

This is where change lies — in the details

Influential and Pro-active

Self-organizing

Resilient Able to get up and start again or in new ways
Resourceful Creativity

Socialable, networked and able to advocate Storytelling

Welcoming Inclusive

Mcllroy (2018), Low-Kramen (2013, 2021), Burrows (2020), (Duncan, 2011), (Jacobs, 2020)

Weick and Quinn, in their research on continuous change, concluded that “most
organizations have pockets of people somewhere who are already adjusting to the new
environment” and that in contrast to Lewin’s approach to change of unfreeze-change-freeze,
in continuous change the challenge is that of “redirecting what is already under way” (1999:
379,381). The APs in today’s organizations are a “pocket of people” who are constantly
adjusting and pro-actively engaging in their organisations to succeed. There is a real

opportunity to widen the scope of the AP role as integral to organizational change.
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A new SMALL framework to engage in change

Small Matters

Authors, researchers, and academics have agreed over and over again — the small things
matter when it comes to organizational change. Small things do not stay small (Maruyama
1963 quoted in Weick & Quinn 1999: 378) and can have a bigger impact than you imagine.

TABLE 3: SMALL THINGS MATTER IN ORGANIZATIONAL CHANGE — FROM THE RESEARCH

Amabile & | Axelrod Kiefer Weick Wheatley Thaler &
Kramer & Meyerson Sunstein
small Inner-work | Day-to-day Emotions Wins Information Nudges
matters life Contacts
in:
Focuses Progress Engagement Psychological | Learning, Organizational | Behavior
on: Daily Contract Quiet Systems
Checklists resistance
(Amabile & Kramer, 2011: 168), (Alexrod, 2010: 61), (Kiefer & Antoni, 2019: 91), (Meyerson, 2008:
104,101), (Wheatley, 2006: 95), (Thaler & Sunstein, 2009)

FOR QUOTES ON “SMALL” SEE APPENDIX 1.

Approaching organizational change in small ways is an effective strategy for APs to begin to
engage in organizational change. While the ETs are involved in shaping high-level strategy
and vision, an AP is in the details. “Change often lies in the details of organizational life —in
everyday practices, mundane interactions, and normal ways of understanding,” Meyerson
reminds us (2008: 107).

TABLE 4: A SMALL APPROACH TO ENGAGE IN CHANGE

Doable Connects people to each other
Informal &
Can start now Has the potential for far reaching
impact

You can “start where you are” in engaging in change. There is no right or wrong. You can
start anywhere (Alexrod, 2010: 173). Choose your battles, says Katzenbach, et.al. because
change is hard (2012: 113)
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Mindset Matters

APs and ETs should approach change aware of the importance of making a shift in mindset
towards embracing change. All research points to mindset and capabilities of leaders being
fundamental in setting the stage for successful organizational change. Being ready to rapidly
shift mindset for personal agility is a key component for transforming organizations (Gorman,
2021).

To start the conversation in shifting mindset, Smet et. al. suggest a “new language” for
leaders - that of the leader as a gardener, seen in a nurturing role, cultivating an

environment that enables growth and creativity (2018:7).

Cultivating a nurturing environment in organizations for growth requires time, space and
focus. An AP manages an ET’s time, space and focus through meeting scheduling and
prioritization as well as through listening and being a sounding board. Mcllroy’s EA -
Executive Partnership model (Mcllroy, 2018: 26) summarizes the intangible role of an EA
well - being responsible for Executive focus, energy, priorites, relationship and mindset
(2018: 26).

TABLE 5: PERSONAL PRACTICES TO SHIFT MINDSET - THROUGH AN ET AND AP LENS
ADAPTED IN PART FROM 5 PERSONAL PRACTICES TO SHIFT MINDSET DE SMET, ET. AL 2018: 10

Practices What it means Through the Exec Team lens | Through the AP lens
Engage Pause to move faster. Create space by re- Re-prioritize meetings
prioritising time, avoiding and be consequent to
Create space for clear unnecessary meetings/calls. leave enough “white
judgement, original space” in the calendar
thinking, purposeful action | Take breaks. for Execs and time in
and reflection on the between meetings.
change to come.
Embrace the | Listen and think from a Put yourself in other’s shoes. | Be a sounding board.
Sl e place of not knowing
Ask questions you may Ask open-ended
already know the answer to. questions.
Avoid moving to fixed goal
- . Ask what you might be Encourage questions.
or vision, consider a move o
missing.
a journey. Do the same, advocate
Concentrate on the journey for the ET and tell
and progress. stories of the journey
Experiment Make change fun, remain | Use experience, Use experience,
creative and curious. resourcefulness and resourcefulness and
expertise to be involved in expertise to be
change process involved in change
process
7
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Acquiring Information

Between them, APs and ETs take in a wide breadth of information. ETs take in strategic,

strictly confidential information often reserved for the top-tier levels - at times isolated or kept

away from bad news in an information “bubble”. APs — in contrast — are exposed to

information travelling up, down and across the organization through their expansive day-to-

day connections. In a trusted AP and ET partnership, information can be shared between

them to glean a full, holistic, picture of what is really going on.

We need good information to engage in change. Wheatley emphasizes the need for leaders

to develop a new relationship with information, keeping information flow “well stocked” and to

see information as nourishment rather than power (Wheatley cited in Cameron & Green,

2020: 436).

To keep the flow well stocked - Nicolini et.al. developed the “Personal Knowledge

Infrastruture (PKI)” framework to “stay in the know” with the “right” information (2015). APs

and ETs can work together to be sure not only is information flowing but also that it is

enough of the right information to stay on top of things.

TABLE 6: COMPONENTS OF A PKI FROM A VIEW OF A CHANGE TO HYBRID WORKING MODEL

ADAPTED FROM NICOLINI et.al. 2015: 61

Components of PKI

Impact in Hybrid

Improve information flow by:

Routine practices

Opportunity for walk-abouts
and in-person catch-ups
decreases

Change routine practices to
include virtual environments

Make space in calendar for walk-
abouts and catch-ups when in
office and keep virtual meetings
where can be virtual

Resources

Improved and more productive

Overflow of information

Add information channels, stay-
up to date on technology and
find where team is
communicating

Relationships

Networking possibilities
broaden virtually

Decreased ability to have close
conversations

Loss of having inner circle in
close proximity at same time

Evaluate meaningful networking
in person and virtually and grow
network appropriately

Plan in-person meetings to have
inner circle together well in
advance deliberately
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Assessing Information

What kind of information, or nourishment, do APs need to be looking out for?

The dialogue box, developed by David Cowan, is a powerful communications planning tool
exploring four zones of communication — intelligence, emotions, interpretations and
narratives — with the aim of reaching dialogue (Cowan, 2017: 53) Communication is how
information is shared, making it an ideal tool to expand upon and categorize the kind of

information flowing in an organization that can be used in organizational change.

With intelligence, emotions, interpretation and narratives in mind, APs can become aware of
what lies within the information they are taking in. “Rather than looking for small differences
in the information they receive, often leaders seek certainty and notice only the big trends
and large gaps” (Wheatley cited in Cameron and Green: 436). The AP can search for ways

to use the information in small ways, revealing opportunities to engage and connect.

TABLE 7: INFORMATION ZONES FOR THE AP (ADAPTED FROM COWAN, 2017: 97,119,135,149)

Zone: How APs
organizations & people: can:
Intelligence Think Bridge Information Gap

Share to focus attention

Emotion Feel Acknowledge Individuals

Connect People

Interpretation Understand Listen

Aski questions

Narrative Agree or Disagree Listen

Advocate

Leveraging Information

APs need to move in and out of these zones. An emotion may lead back to looking at facts
or it may lead to telling or listening to a story. Likewise, hearing a narrative may take an AP
to reading people’s emotions which will start down a path of interpretation. to glean the full

picture —an AP would look at these 4 zones holistically.
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Intelligence is important to start from the same baseline. Fear has roots in lack of
information (Axelrod, 2010:17). APs can resolve or alleviate some fears by bridging
information gaps and sharing any facts or data that people might be missing. The less fearful

people are, the more likely they are to engage positively with change.

Emotions have the power to derail change and should not be ignored (Conway 2021 and
Wray, 2021). Small events have the potential to trigger big reactions in people (Amabile &
Kramer, 2011: 20 and Kiefer & Antoni, 2019: 91). In good situations APs will want to raise
emotions, in bad situations they will want to calm emotions (Conway 2017:188).

The first step to managing emotion is awknowledging them (Conway 2017: 126) and can

already go a long way to making employees feel heard.

Interpretation is how organizations and people understand (Cowan, 2017: 97) and is where
people make sense of intelligence and facts and feelings. In an organization this is a
collective exercise. The space between author (ie the Exec) and the interpreter (ie the
Team) is not a gap, but a bridge (Gadamer cited in Tomkins & Eatough, 2018: 9). It is the
APs job to listen to different perspectives they hear in all levels of the organization - to begin

to create these bridges between people, so they can understand one another.

Narratives, or telling stories, is how people relate to each other. APs are part of listening
and carrying people’s stories — the Executive Team’s and other individuals in the
organization. The stories that people tell circulate, on average, to some 30 people (Conway,
2017). It is important for an AP to be aware how stories multiply and how a core narrative,
the original message or information that is desired can shape itself into counter narratives.
The AP needs to listen for disconnects. Additionally, the AP should advocate the narrative of
the ET, keeping in mind that simply repeating it will only create silence and disengagement
(Conway, 2017:151) - there needs to be interaction and engagement when advocating the

narrative.

Building foundations for change and beginning to engage in change means changing
behaviors, ultimately impacting culture. Katzenbach, et al. framework (2012) offers good
ideas to move towards small, but significant, behavioral changes through informal

interventions. These informal interventions are all things that an AP can do or influence.

10
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TABLE 8: INFORMAL INTERVENTIONS FROM A VIEW OF A CHANGE TO HYBRID WORKING MODEL-

ADAPTED FROM KATZENBACH, et al. 2012:116

small intervention

For a change to Hybrid

Behavior Role Modeling by Exec Team

Work both in office and from home

Meaningful Exec - Team interactions

Make meetings informal and in-person

Internal networks

Create opportunities to meet and network

Ad-hoc gatherings

Combination of in-person and remote events

1-1s and storytelling

Schedule time/ meetings without agendas

Engagement of motivational leaders

Engage outside experts on Hybrid working

Changing physical space and aesthetics

Areas to gather in person, symbols

TABLE 9: LEVERAGING INFORMATION THROUGH SMALL INTERVENTIONS FOR CHANGE

Small interventions for a Hybrid
Working Model

What to do

Addresses which information

Ad-hoc gatherings

Plan a combination of in-
person, remote and hybrid
events.

Make sure all invited/welcome
and that the Exec Team is
there.

Acknowledge high level of
emotions, create space for
storytelling to reshape
narrative back to core.

Meaningful manager —
employee interactions

Schedule informal catch-ups
where dialogue can happen
without an agenda

Bridging the gap between
Exec Team and employee to
come to a new understanding
which is closer together.

Role Modeling

Do not work only from home
or only from office —do a
combination of both.

Make visible or communicate
messages Exec Team and AP
also working in Hybrid.

Interpretations of effects on
productivity.

Changes to physical space,
resources and aesthetics

Make it a priority to invest in
resources and tools
compatible with Hybrid:
-software

-infrastructure

Learn hybrid tools and teach
others how to use them.

Create a nurturing working
environment in office and
remote.

11
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Learn

Simply put — we should learn from the small things that we do along the way on the paths of
organizational change. Meyerson reminds us that small actions can uncover unknown allies
and information, sources of resistance, and additional opportunities for change (2008: 105).
Answering questions can lead us to re-consider and re-engage in new and more informed

small ways.

TABLE 10: QUESTIONS THAT CAN LEAD TO LEARNING

What did we hear?

Who has a different perspective?

What is working?

What is not working?

What do we need to know more about?

Administrative Professionals approaching change through small steps

There is a way for Administrative Professionals to view change starting with small.

While the framework below needs to be shaped and expanded upon, it offers a way for APs
to see themselves approaching and engaging in organizational change. This can open up
new dialogues: how APs and Executive Teams work together and the prominent role that

information plays in how they can contribute in the organisational change landscape.

Furthermore, it can allow APs to begin to think of what the small things means for them, their
Executive Teams, and their organizations. Where can they contribute? Where can they
create momentum and motivate themselves and their teams? By turning their attention and
focus of what they can do now, in small ways, they can engage and connect people to each

other to build strong foundations for organizational change in a deliberate and proactive way.

12
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FIGURE 1: APS APPROACHING AND ENGAGING IN ORGANIZATIONAL CHANGE
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Conclusion

This small project turned out to be not only an exploration into organizational change theory
but an introspective experience for myself.

On how small things matter

Looking at organizational change through a lens of how small things matter only confirmed
that is what good and impactful change is built upon. Looking through organizational change
theory through this lens | consistently found references to small, or ordinary, or every-day. In
the theories and frameworks, there were “small things” everywhere you turned the page.
This was a relief, and a confirmation, that change is not only about a high-level strategy or
vision that we must wait to implement — but that change is inclusive, happening now, and we
are all participants. We can all build foundations for change in ways that are good, and
matter. It is one thing to know this in theory - this project allowed me to explore and come to

know this as true for myself.

But, | also learned that defining what “small” means is a huge undertaking — not only
because it means different things to different people but, | think now, means trying to put into
a box and define the un-definable. Trying to put “the small things” into a box while seeing
how far | could expand on current theories took me on the path of theorizing. This led me to
know that theorizing is a powerful way to question and come to an understanding - and yet -

to go beyond that understanding and question again — like change — that is continuous.

13
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On change itself
I came to understand how change is both a personal and collective experience, and where
those lines cross is where we should pay attention to get the most out of change and to

experience it well.

On my role

I came to know the impact of what | do and say has the potential to reach farther than |
thought, precisely because small things do matter. | see my connections in the organization
in a new light, not only as exchange of information but more so now with possibility to
connect people to each other. | see the importance of working with my Exec Team with a
stronger awareness of supporting each other in change, because change is hard. We are
not simply making changes within or to our organization, we are also participants and

recipients in change.

Within those conclusions and learning from this project, I'm comforted to know that “the
world continues to move ahead in small steps, punctuated by the occasional big one — just
as it always has” (Huy & Mintzberg, 2003:84). And | will approach my role and change with
this appreciation that change is moving in small steps and small ways and experience it now

in a new and better way.

14
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Appendix 1 — Academics and Researchers Quotes on Small

Academics and researchers on how small matters:

Staw and Sutton (1993) cited in Weick
and Quinn (1999:378)

Fact that changes are micro does not mean that

they are trivial.

T. Amabile and S. Kramer (2011:20)

Even events that people thought were unimportant
often had powerful effects on inner-work life — over
28% of small events triggered big reactions in one

study.

R. Axelrod (2010:61)

Creating an engaged organization means you sweat

the small stuff — you focus on daily contacts.

Huy and Mintzberg (2003:84)

The world continues to move ahead in small steps,
punctuated by the occasional big one — just as it

always has.

K. Weick (1999:375)

The distinctive quality of continuous change is the
idea that small continuous adjustments, created
simultaneously across units, can cumulate and

create substantial change.

Maruyama (1963) cited in Weick and
Quinn (1999:378)

Small changes do not stay small.

D. Meyerson (2001, 2008)

Small wins are small proofs. They demonstrate

who we are, and what we care about.

R. Moss Kanter (2011:2l)

Small symbols can have big consequences, and
they become stories that organization members tell

one another.

K. Lewin cited in Meyerson (2008:105)

No better way to learn about systems than to try to

change them, even in small ways.

R. Thaler & C. R. Sunstein (2009)

Small and apparently insignificant details can have

major impacts on people’s behavior.

Margaret J. Wheatley (2010: 95)

It is not the law of large numbers or critical mass
that creates change, but the presence of small

disturbances.

15
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Introducing the SMALL framework

Learn

Leverage

Information

Acquire & Assess

Matters

Mindset Information
Small M Matters
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Organizational Change requires: Administrative Professionals are:

Learning Constantly seeking to stay up-to-date
Creativity Resourceful

Defining a role

Self-organization

i n change Influential & Proactive

Storytelling Social, networked & able to advocate

Attention to details - “the small stuff” Detail Orientated

All references cited in paper

13% of administrative professionals feel their organizations don’t understand their role or potential impact



An Adaption of the Global Skills Matrix Nty

for Organizational Change ALLIANCE

Entry Level Transactional Transactional Strategic Chief of Staff

The Global Skills

+ Strategic

I\/Iarix

Examples of
skills & tasks
forarolein
engaging in
organizational
change

Attention
to detail &
accuracy

Self-motivated

Adaptability
& flexibility

Emotional
intelligence

Information
collection and
management

Time
management,
prioritizing

Awareness of
staff morale

Foresight,
anticipation
& initiative

Event
management

Understanding
organization’s
and executive’s
objectives

Process
improvement

Resilience
& stress
tolerance

Able to work
autonomously

Proactively
supporting

& driving the
organization’s
objectives

Leadership &
management
expertise with
organizational
& strategic
dexterity

Keeping the
CEO accessible
& opento

new ideas,
proposals &
practices

World Administrators Alliance, 2021. Global Skills Matrix. Home - Global Skills Matrix



https://globalskillsmatrix.com/

What you do

Change

unplanned . .
i Our daily business:

Risk Management

Your
Company/

Association Your daily business?

Change
planned




Small things matter

Big Picture

Details

Individuals

Connections

Build foundations to
create momentum, get
change going & drive
change

Concept of Gravity in organizations:
Every individual has gravity in an organization, from CEO to
new joining graduates
Just the magnitude of the gravity is different
Still, many small gravities have a big impact, in universe as
in organizations




Small things matter: from the research

ANDED

Terms o
ENGAGEME

“Creating an engaged organization
means you sweat the small stuff...

you focus on daily contacts”
Ric ||».i\ﬂ|vi”|‘|7 I. il w hon

TH E

PROGRESS

PRINCIPLE
Of small events triggered big reactions — even
events that people thought were unimportant often s
%

had powerful effects on inner-work-life.
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A new SMALL framework to engage in change

Learn

Leverage

Information

A Acquire & Assess
Mindset Information
S Small M Matters

Matters

o

-

L
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Small Matters:
Build foundations for change

= Start from where you are now
= Doable
» Informal

= Connect people and teams

ALL REFERENCES CITED IN PAPER




ADAPTED IN PART FROM :
5 PERSONAL PRACTICES TO SHIFT MINDSET
DE SMET, ET. AL 2018: 10

LEADING AGILE TRANSFORMATION: THE NEW CAPABILITIES LEADERS NEED

TO build 21st-century ORGANIZATIONS. MCKINSEY INSIGHTS

ALL REFERENCES CITED IN PAPER

Mindset Matters:
Create an environment for change

Engage
Embrace the unknown

Experiment

Energize

Learn

I Leverage
Acquire & Assess Information

Information

Small
Matters

o




Acquire & Assess:
Beacons of information

Acquire Information Assess Information
=Routines =Intelligence
=Resources "Emotions
=Relationships =Interpretations

ACQUIRE INFORMATION ADAPTED FROM :

STAYING IN THE KNOW

PERSONAL KNOWLEDGE INFRASTRUCTURE (PKI) =Narratives

NicoLINI, D., KORICA, M. & RUDDLE, K., 2015: 57-66

Learn
MIT SLOAN MANAGEMENT REVIEW

Leverage

Information

ASSESS INFORMATION ADAPTED FROM :

M Mindset
S Small Matters
Matters

STRATEGIC INTERNAL COMMUNICATION, 2NP ED,

THE DIALOGUE BOX
DaviD COWAN 2017

)

KOGAN PAGE LIMITED &—/r
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Leverage Information:
Facilitate progress

»Bridge Information Gaps
=Focus Attention

= Advocate

= Acknowledge Individuals

= Celebrate

Learn

L Leverage
Information

A Acquire & Assess
Mindset Information
Small M Matters

Matters

[ Jm
/N
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Learn:
Ask questions

=*\What did we hear?

="\Who has a different perspective?
=\What is working?

=\What is not working?

=\What do we need to know more about?

I Leverage
Acquire & Assess Information

Information

M Mindset
S Small Matters
Matters

‘o)

® &




The Administrative profession
building foundations for change

Acquire & Assess

Information

Leverage

Information

Learn

M Mindset
S Small Matters
Matters

d

= Focus on detalils, individuals, connections

» Create momentum to drive change forward

= Define your role in change



The Administrative profession
defining a role in organizational change

Organizational Small Things Administrative

Change Matter Professionals
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Reference shelf — the administrative profession:
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Cc\) Executive Executive
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Evon W OOd - The Skills You Need in a Changing World
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.(..o.'..u xecutive Office Mansgement

v'\ A professional guide to leadership
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’3 managers and executive assistants
O
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Reference shelf — organizational change:
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You'll reach us here

Start SMALL for a BIG Impact -
Executive Support Magazine

Organizational Change: Mindset
Matters - Executive Support Magazine

ALIINA ROWE OLIVER ENGELS
LinkedlIn LinkedlIn %%?
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Where do we go from here?

“The world continues to move
ahead in small steps, punctuated
by the occasional big one - just

as it always has.”

Huy & Mintzberg
The Rhythm of Change
MIT Sloan Management
2003:84




We're already engaging in organizational change,
let's move forward proactively

by focusing on SMALL for a BIG impact.

Leverage .
Acquire & Assess Informatlon
Mindset Information
Small Matters

Matters
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Do you have any questions?



