
An online celebration packed with

guest speakers, prize giveaways,

instant value adds, cocktails,

games and a whole lot of fun!

6TH BIRTHDAY
BONANZA 

Birthday Bonanza 12.30pm - 5pm
Names, Games & Rock 'n' Roll 7pm - 9pm

F R I D A Y  1 3 T H  N O V E M B E R

http://www.melbourneeagroup.com/


Program 
12 :30 PM -  OPENING

Y O U R  H O S T S
C A R M E L  B O N D  ( M E A G )

&

H O L L Y  B A I L E Y  ( T H E  E A  I N S T I T U T E )

12 :45 PM

S H E L A G H   D O N N E L L Y  
@  E X C E P T I O N A L  E A  ( C A N A D A )

H O W  T O  B E  P R O D U C T I V E  A N D  E F F E C T I V E

W O R K I N G  R E M O T E L Y  O R  A S  P A R T  O F  A

H Y B R I D  T E A M

2:00 PM

S T E U A R T  S N O O K S
@  E - M A S T E R Y

T H E  S C I E N C E  O F  W R I T I N G

E F F E C T I V E  E M A I L

3:00 PM

A M A N D A  V I N C I
@  T H E  E A  I N S T I T U T E

F R O M  S U R V I V A L  T O  U L T I M A T E  F U L F I L M E N T  I N

Y O U R  C A R E E R

4:00 PM

N I C K Y  C H R I S T M A S
@  P R A C T I C A L L Y  P E R F E C T  P A  ( U K )  

W O R K I N G  A S  A  S T R A T E G I C  A S S I S T A N T  -

M E E T I N G  A N D  E X C E E D I N G  E X P E C T A T I O N S

5PM -  DAY SESSION CLOSE

7PM TO 9PM
V I R T U A L  I N T E R A C T I V E  F U N

W E A R  Y O U R  B E S T

F R I D A Y  1 3 T H  O U T F I T

http://www.melbourneeagroup.com/


M e l b o u r n e  E A  G r o u p  ( M E A G )  w a s  f o u n d e d  b y  C a r m e l   
i n  N o v e m b e r  2 0 1 4 .  A s  a n  E A ,  C a r m e l  o f t e n  f e l t
i s o l a t e d  a n d  s o m e t i m e s  o v e r w h e l m e d  i n  h e r  r o l e .

A f t e r  s p e a k i n g  o n  a  p a n e l  a t  a n  E A  c o n f e r e n c e ,
C a r m e l  c a m e  u p  w i t h  t h e  i d e a  o f  s t a r t i n g  a n  E A  g r o u p
a s  i t  w a s  c l e a r  t h e r e  w a s  a  g a p  i n  t h e  m a r k e t ,  a n d
t h a t  M e l b o u r n e  n e e d e d  a  p l a c e  f o r  a s s i s t a n t s  t o  c o m e
t o g e t h e r ,  s o c i a l i s e ,  s u p p o r t ,  c o n n e c t ,  i n s p i r e ,  l e a r n
a n d  g r o w .  C a r m e l  m a d e  i t  h e r  m i s s i o n  t o  f i l l  t h i s  g a p
–  a n d  s o  M E A G  w a s  b o r n .  

i n  2 0 2 0 ,  C a r m e l  j o i n e d  f o r c e s  w i t h  J o r d a n  L e a s k  f r o m
T I X S T A R  G r o u p  t o  c r e a t e  t h e  f i r s t  o n l i n e  m a r k e t p l a c e
t h a t  c o n n e c t s  o u r  E A  a u d i e n c e  w i t h  b u s i n e s s
s u p p l i e r s  d i r e c t l y .  

C o n n e c t  E A  p r o v i d e s  E A ' s  w i t h  s o l u t i o n s  f o r  a n y
r e q u i r e m e n t s  i n  t h e  e a s i e s t  w a y .  

C a r m e l  i s  a n  e x t r e m e l y  p a s s i o n a t e  E A  –  n a m e d  M o r r i s
J o n e s  S e c r e t a r y  o f  t h e  Y e a r  2 0 1 7  -  a n d  a  b i t  o f  a
s o c i a l  b u t t e r f l y  –  s o  i t  m a d e  s e n s e  t o  c o m b i n e  h e r
g e n u i n e  l o v e  o f  p e o p l e  w i t h  h e r  s t r o n g  c a r e e r
a m b i t i o n . O r i g i n a l l y  s t a r t i n g  a s  a  p a s s i o n  p r o j e c t ,
M E A G  h a s  g r o w n  i n t o  o n e  o f  M e l b o u r n e ’ s  p r e m i e r
p r o f e s s i o n a l  n e t w o r k i n g  c o m m u n i t i e s .  

C a r m e l  a l s o  w o r k s  a s  P r o j e c t  C o o r d i n a t o r / E A  t o  H e a d ,
B t R  a t  G r o c o n  -  C r e a t i n g  a m a z i n g  a n d  e n d u r i n g  r e a l
e s t a t e .

Carmel Bond
F O U N D E R  

@  M E L B O U R N E  E A  G R O U P

C O - F O U N D E R   

@  C O N N E C T  E A

P R O J E C T  C O O R D I N A T O R

@  G R O C O N

http://www.melbourneeagroup.com/


Holly Bailey

H o l l y  B a i l e y  b r i n g s  t o  h e r  r o l e  a t  T h e  E A  I n s t i t u t e ,
a n  i n s i g h t f u l ,  e n e r g e t i c ,  a n d  p o s i t i v e  a p p r o a c h ,  t h a t
i s  r e f l e c t i v e  o f  h e r  a t t i t u d e  t o  l i f e .

H o l l y  i s  t h e  B u s i n e s s  D e v e l o p m e n t  M a n a g e r  a t  T h e
E A  I n s t i t u t e  a n d  t h e  L e a d  F a c i l i t a t o r  i n s i d e  T h e  H i g h
P e r f o r m e r s  N e t w o r k .
A  s e l f - p r o f e s s e d  n e t w o r k - a - h o l i c  ( a k a  s o c i a l
b u t t e r f l y ) ,  H o l l y  l o v e s  d e v e l o p i n g  c r e a t i v e  s o l u t i o n s
a n d  o p p o r t u n i t i e s  f o r  c o l l a b o r a t i o n .

H o l l y  b r i n g s  t o  t h e  t a b l e  m o r e  t h a n  1 0  y e a r s ’
e x p e r i e n c e  s u p p o r t i n g  S e n i o r  E x e c u t i v e s  i n  h i g h
l e v e l  E x e c u t i v e  A s s i s t a n t s  r o l e s ,  w i t h  s i g n i f i c a n t
e x p e r i e n c e  w o r k i n g  i n  t h e  p r o f e s s i o n a l  s e r v i c e s  a n d
l e g a l  i n d u s t r i e s .
A s  a n  a d v o c a t e  f o r  t h e  e m p o w e r m e n t  a n d
a d v a n c e m e n t  o f  w o m e n ,  s h e  i s  a l s o  F o u n d e r  o f  ' P l a y
l i k e  a  G i r l ' ,  a  m o v e m e n t  d e d i c a t e d  t o  t h e
e m p o w e r m e n t  g i r l s  t h r o u g h  s p o r t .

H o l l y  i s  a  c e r t i f i e d  p r a c t i t i o n e r  o f  s e v e r a l  h u m a n
b e h a v i o u r a l  t o o l s ,  i n c l u d i n g  M e t a  D y n a m i c s ,  a n d  i s
a n  A c c r e d i t e d  E D I S C  C o n s u l t a n t  a n d  t r a i n e r .  H o l l y
r e c e n t l y  c o m p l e t e d  a  n e g o t i a t i o n  p r o g r a m  a t  H a r v a r d
B u s i n e s s  S c h o o l .

H o l l y  i s  d e d i c a t e d  t o  c o n t i n u a l l y  l e a r n i n g  a n d
g r o w i n g  t o  e n s u r e  s h e  c a n  b r i n g  h e r  b e s t  t o  a n y
e n d e a v o u r ,  i n  o r d e r  t o  h e l p  o t h e r s  s u c c e e d  a n d
e x c e l .

C L I E N T  R E L A T I O N S H I P

M A N A G E R  

@  T H E  E A  I N S T I T U T E

http://www.melbourneeagroup.com/
https://www.theeainstitute.com.au/


Shelagh Donnelly

Most  ass i s tan ts  l e f t  the i r  o f f i ces  in  ear ly  2020 to
work  f rom home g iven  the  COV ID- 19  pandemic .  For
many ,  what  was  in i t i a l l y  perce ived  as  a  shor t  te rm
arrangement  rema ins  in  e f fec t .  As  we  w ind  down th i s
most  ex t raord inary  year ,  new norms cont inue  to
form.  Some EAs  and  PAs  are  back  in  o f f i ce
env i ronments  (o r  never  l e f t ) ,  ye t  may  have  co l l eagues
and  o ther  s takeho lders  who  work  remote ly .

A  number  o f  EAs  and  PAs  an t i c ipa te  re turn ing  to
o f f i ce  env i ronments  in  the  months  ahead .  Some look
forward  to  hybr id  career  a r rangements ,  work ing  in
o f f i ce  “bubb les ”  and  a t  home .  Ye t  o ther  EAs  and  PAs
may work  remote ly  on  an  ongo ing  bas i s .  P rac t i ces
tha t  began  as  shor t  te rm accommodat ions  may
become a  way  o f  l i f e ,  and  so  th i s  i s  a  good
oppor tun i ty  to  th ink  about  e f fec t iveness .

As  2020 has  reminded  us ,  some th ings  a re  beyond
our  cont ro l .  You  can ,  however ,  con t ro l  your  a t t i tude
and  manage  your  pro fess iona l  re la t i onsh ips .  Jo in
She lagh  fo r  th i s  l ook  a t  how you  can  pos i t i ve ly
impact  your  execut ive  and  emp loyer ,  and  add  va lue
through  se l f  management .

H O W  T O  B E

P R O D U C T I V E  A N D

E F F E C T I V E  W O R K I N G

R E M O T E L Y  O R  A S  P A R T

O F  A  H Y B R I D  T E A M

C O N T R O L L I N G  W H A T  Y O U  C A N ,  A N D  R E S O U R C E S  T H A T  H E L P  Y O U  A D D  V A L U E

S E L F  M A N A G E M E N T ,  W H E T H E R  I N  T H E  O F F I C E  O R  W O R K I N G  R E M O T E L Y

R E L A T I O N S H I P  M A N A G E M E N T  

K E Y  L E A R N I N G  P O I N T S

http://www.melbourneeagroup.com/
https://exceptionalea.com/


Steuart Snooks

get  a t ten t ion
engage  in te res t  and
s t imu la te  a  t ime ly  response  f rom the  reader

These  days ,  more  and  more  commun ica t ions  a re
be ing  sen t  v ia  d ig i ta l ,  wr i t ten  channe ls  ra ther  than  as
spoken  or  verba l  conversa t ions .  

Desp i te  a  p le thora  o f  o ther  too l s ,  the  ma jor i ty  o f
these  messages  a re  be ing  sen t  v ia  ema i l  ( c i rca  80%) .  

The  cha l l enge  these  days  i s  to  be  ab le  to  wr i te
messages  tha t :

.  .  .  i n  about  2  to  4  seconds !

Th i s  p resenta t i on  w i l l  g ive  an  overv iew o f  the  key
e lements  fo r  wr i t i ng   ema i l  tha t  ge ts  resu l t s  and
enhances  your  reputa t i on  as  a  c lear  commun ica tor .

L E A R N  K E Y  E L E M E N T S  F O R  W R I T I N G   E M A I L  T H A T  G E T S  R E S U L T S  

E N H A N C E  Y O U R  R E P U T A T I O N  A S  A  C L E A R  C O M M U N I C A T O R .

K E Y  L E A R N I N G  P O I N T S

T H E  S C I E N C E

O F  W R I T I N G

E F F E C T I V E

E M A I L

http://www.melbourneeagroup.com/
https://www.steuartsnooks.com.au/


Amanda  V inc i  i s  an  In te rna t iona l l y  Accred i ted  Coach ,
Prac t i t i oner  o f  Meta  Dynamics ,  Accred i ted  ED ISC
Consu l tan t ,  Leadersh ip  En thus ias t  and  In te rna t iona l
Keynote  Speaker ,  T ra iner  and  Founder  &  CEO o f  The
EA Ins t i tu te .

A l though  no t  t rad i t i ona l  i n  her  approach  –  Amanda
opera tes  f rom enab l ing  peop le  to  see  someth ing
d i f fe ren t ,  a l l ow ing  c rea t ive  th ink ing  to  th r ive  wh i l e
d i s rup t ing  t rad i t i ona l  EA  t ra in ing  methods .  She
insp i res  peop le  to  become the i r  bes t  and  unders tand
how to  insp i re  o thers  to  be  the i r  bes t .

Amanda  i s  a  l i f e - l ong  l earner  who  cont inua l l y  s t r i ves
to  keep  l earn ing .  Her  ongo ing  research  inc ludes
areas  o f  a r t i f i c i a l  i n te l l i gence ,  neurosc ience ,  human
behav iour ,  the  psycho logy  o f  emot ion ,  pa t te rns  o f
th ink ing  and  mindse t .

Th i s  sess ion  w i l l  show you  how to  move  f rom
surv iva l  to  u l t imate  fu l f i l lment  i n  your  career .
What  makes  th i s  so  e f fec t ive  i s  tha t  i t  focuses  on
the  d i f fe ren t  s tages  o f  career  deve lopment  as  an  EA .
I f  you 've  been  look ing  fo r  a  new way  to  de f ine  what
deve lopment  you  need ,  th i s  i s  the  p lace  to  s ta r t .

Amanda Vinci

F R O M  S U R V I V A L  T O

U L T I M A T E

F U L F I L M E N T  I N

Y O U R  C A R E E R

M O V E  F R O M  S U R V I V A L  T O  U L T I M A T E  F U L F I L L M E N T

K E Y  L E A R N I N G  P O I N T S

http://www.melbourneeagroup.com/
https://www.theeainstitute.com.au/


Most  ass i s tan ts  w i l l  have  a  good  unders tand ing  o f
the  techn ica l i t i es  o f  the  ro le  bu t  may  s t rugg le  to
unders tand  what  the i r  boss  rea l l y  expects  f rom
them.  I t  i s  cer ta in ly  never  n ice  to  hear  your  boss
say  phrases  such  as  ‘Back  to  the  draw ing  board ’  o r
‘ th i s  i s  good  bu t  no t  qu i te  what  I  wanted ’ .  

I n  th i s  sess ion ,  N icky  w i l l  cover  exac t l y  how
Ass i s tan ts  can  unders tand  the i r  Execut ive ' s
expecta t i ons  and  u l t imate ly  exceed  expecta t i ons .  

We w i l l  d i scuss  commun ica t ing  e f fec t ive ly ,
unders tand ing  ob jec t ives  and  a l i gn ing  tasks  w i th  the
s t ra teg ic  d i rec t i on   o f  the  o rgan isa t i on .

Nicky Christmas
W O R K I N G  A S  A

S T R A T E G I C

A S S I S T A N T  

-  M E E T I N G  &

E X C E E D I N G

E X P E C T A T I O N S

U N D E R S T A N D  &  E X C E E D  E X P E C T A T I O N S

A L I G N  T A S K S  W I T H  S T R A T E G I C  D I R E C T I O N

K E Y  L E A R N I N G  P O I N T S

http://www.melbourneeagroup.com/
https://www.practicallyperfectpa.com/


Prize Sponsors

Reign & Shine 
Events 
Catering

M E L B O U R N E  A T T E N D E E S  O N L Y

EAT ME THROUGH THE DAY
Inclusions:

1 75g Hey Tiger Chocolate block

2 Mini Rice paper rolls

1 Mini Chicken sandwich

1 Vanilla Choux

EAT & DRINK ME IN THE
EVENING
Inclusions:

1 120ml Espresso Martini

 1 125g Maffra Aged Cheddar

1 125g Bleu d'Auvergne AOP

1 125g L'Artisan Fondant

12 Water Wheel Crackers

ORDER HEREORDER HERE

http://www.melbourneeagroup.com/
https://www.marriott.com.au/
https://businesseventsvictoria.com/
https://exceptionalea.com/
https://viewhotels.com/
https://www.steuartsnooks.com.au/
https://www.practicallyperfectpa.com/
https://www.marriott.com.au/hotels/travel/melwh-w-melbourne/
https://reign-shine-events.square.site/


Hosted by one of the most sought after

and cheekiest MC's in town, Names

Games & Rock 'n' Roll is the best time

you can possibly have at work or with

your friends...Except for that ONE

Christmas party that time... It's an

engaging and fun-filled hour of power,

that combines your love of music, games

& general knowledge in a laugh out loud,

sixty-minute, virtual event.If you're looking

to put back the smiles that COVID stole,

then look no further than Names, Games

& Rock n Roll.

SHOW US YOUR BESTSHOW US YOUR BESTSHOW US YOUR BEST
FRIDAY 13TH OUTFITFRIDAY 13TH OUTFITFRIDAY 13TH OUTFIT

FRIDAY 13TH NOVEMBER FROM 7PMFRIDAY 13TH NOVEMBER FROM 7PMFRIDAY 13TH NOVEMBER FROM 7PM

Available to 100 participants only

http://www.melbourneeagroup.com/
https://brihonydawson.com/

