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The Front Office now deals with a very 
complex range of difficult issues raised 
by any number of different people with 
different, often difficult, agendas. 

The contemporary EA needs to be across this landscape of change, 
ready to offer both empathetic, professional, even emotional support 
to all parties, be they parents, students, teachers, the press and 
wider media, researchers, lawyers, indeed almost any member of the 
wider community. Several of these issues are both new and intensely 
confidential, requiring an inclusive, non-judgmental approach. This 
approach needs to place the Executive Assistant in a position of 
“influence” with her/his Principal, and Senior Leadership Team.  On 
occasions, an EA will have to represent the Principal or Management, 
to confront, even manage aggression, a difficult conversation, or the 
many other manifestations that conflict can assume. Mutual respect 
and trust between an EA, Principal and Management are paramount. 
Emotional intelligence and a level head are increasingly important.

Alongside managing conflict, a structural revolution is also taking 
place as the expectations CEOs have of their EAs are becoming more 
interesting, challenging and demanding. Add now the complications of 
transparency, open communication and social media. Overlay all this 
with a pandemic, recently arrived, experienced and with the Omicron 
variant, now in its third manifestation. Will this pandemic continue to 
influence for the foreseeable future? The landscape is changing quickly 
almost everywhere one looks as society seeks a ‘new’ normal. 

The influential EA needs to determine 
how to stake out a ‘new ground of 
professional responsibility’.

THE 2022 NATIONAL CONFERENCE FOR EXECUTIVE ASSISTANTS TO PRINCIPALS, 
HUMAN RESOURCE MANAGERS AND SENIOR EXECUTIVES IN SCHOOLS



8.30am  
ARRIVAL

9.00am  
WELCOME

9.15am   
THE FIRST WORKSHOP 
Building an Emotional 
Intelligence Mindset – Own It, 
Face It, Feel It, Ask It, Drive It

Iconic businesses and admired 
leaders all share an emotionally 
intelligent mindset combining 
the ability to understand what 
makes them and the people 
around them tick. They use 
empathy and an understanding 
of the emotional undertone of 
words in order to communicate, 
inspire and educate others. 

The level in which we are aware, 
regulate, communicate, interact 
and take action during an 
everchanging and challenging 
environment, determines the  
long-term impact on our 
relationships and success. 

Join Amy Jacobson for this 
degustation workshop where we 
will discuss key elements of all 5 
key factors of EI, their benefits and 
the workings of the emotional brain 
aligned to grow and succeed in 
your career.

Key Takeaways: 
1.  Identify the 5 key factors of EI, 

what they mean and how to 
develop the main qualities. 

2.  Leveraging the subconscious mind 
to resolve the underlying problem. 

3.  The emotional brain and how it 
drives our reactions. 

4.  Being empathetic and 
communicating during highly 
emotional states - 5 step approach. 

5.  Understanding what makes 
others tick and how to connect 
with them. 

PRESENTER 
Amy Jacobson, Emotional 
Intelligence specialist, passionate 
speaker, inspirational leadership 
trainer and highly sought Coach. 

11.15am   
MORNING COFFEE 

11.45am   
Emotional Intelligence:  
A special and  
contemporary talent 
Now, it is often argued that the 
contemporary successful leader 
should value her EQ more than 

her IQ. She will want her colleagues 
to be positively motivated, 
enjoy their work and be aware 
of their wellness because they 
love their work. Maslow reigns 
supreme. Harassment of any 
kind is unacceptable. The human 
landscape too has changed. 
Disputes have to be positively 
resolved. Morale is fundamental. 
People need to be valued by all 
on the team. The workplace has 
to be psychologically healthy. 
How does an EQ strategy 
enable such constructive team 
leading, especially in these times 
so heavily influenced by the 
pandemic-driven uncertainties?

PRESENTER 
Geraldine Wilson, Director,  
Ianus Consulting Pty Ltd. 

12.45pm 
LUNCH 

1.30pm   
THE TEAM OF TWO 
After fifteen months of 
survival….what now? 

Is the pandemic in control? Can we 
get on with what we were going to 
do eighteen months ago? Should 
we be evaluating and archiving 
what we did well, what we can 
be proud of and what we would 
never be doing again? What about 
establishing a new professional 
relationship for the Front Office 
in the midst of the pandemic? 
Should we now start to relax, 
to enjoy being able to plan with 
sensible timelines, and to reinvent 
what we would have done two 
years ago, to align with ‘COVID 
normal’? Or, should we assume 
that the world has fundamentally 
shifted? What will the ‘new normal’ 
workplace espouse?

PRESENTERS 
Jonathan Walter and Jacquie 
Jones: The 2022 Team of Two from 
Carey Baptist Grammar, Victoria.

2.45pm   
Management Team Membership 

Independent schools are 
increasingly multi-cultural. Mixing 
cultural differences to develop 
wider appreciation is a great 
ideal but issues, expectations 
and disagreements, often 
culturally based, are now more 
fraught, more complex. First 
line communication, now the 
business of the Front Office team, 
is consequently more complex. 

Some new community members 
can be less understanding, less 
able to compromise, especially in 
matters of service expectations, 
vaccinations, notifications, etc. 
Has the managerial and leadership 
structure been aligned with these 
changes, leading a cultural change? 
Should the Principal’s EA be a 
member of  management, able to 
influence a positive response to 
these challenges?

PRESENTER 
Nick Evans, Principal,  
Wesley College Melbourne.

3.30pm 
AFTERNOON TEA  

3.45pm   
RESEARCH PROJECT: 
Conversations I could be 
having with my Principal 
but which I am uncertain 
about, in that I might be seen 
to be too assertive, pushy, 
unprofessional or aggressive? 

In 2015, our National Conference, 
“Timely Conversations”, asked 
all delegates what formal 
conversations they thought they 
should be having with the Principal. 
They also developed a “Where 
To?” matrix which indicated the 
direction in which the delegates 
thought their role and contribution 
to management would develop. 
Five conferences on, we believe it 
will be professionally enriching to 
compare this Conference’s view 
of those formal conversations that 
should be occurring as well as role 
development and contribution to 
management with that of the 2015 
Conference.

A self-evaluation instrument 
for each delegate, followed 
by a colleague-to-colleague 
conversation in the studio directed 
at the manner in which professional 
issues are best raised with your 
Principal. Each syndicate will then 
be asked to complete a simple 
research questionnaire.

FACILITATOR 
Tony Conabere, Director,  
Ianus Consulting Pty Ltd. 

4.15pm  
ENQUIRY TRACKER 
PRESENTATION 

4.45pm  
DRINKS 

DAY 1 THE INFLUENTIAL EXECUTIVE ASSISTANT
The 2022 National Conference for Executive Assistants to Principals, Human Resource Managers and Senior Executives in SchoolsTHURSDAY  

SEPTEMBER 1, 2022 



DAY 2 

FEES AND REGISTRATION
The fee for the conference and including the cost of lunches, 

morning and afternoon teas, and Thursday evening drinks:

Early Bird Conference Fee        

$1270 (not including GST)  

Full Fee Conference Fee  

$1470 (not including GST)   

The ‘Early Bird’ concession will apply to all enrolments 
received by 4 pm on or before Friday, July 1, 2022.

It will also apply to all second and subsequent enrolments received 

from the one school at any time before enrolments close. The final 

date for registration will be Friday, August 26, 2022.

Our cancellation policy.
Cancellations before July 1, 2022 will receive a full refund less 
20% for administrative expenses. Cancellations after July 1, 2021 
will not warrant a refund. However, a substitute delegate will 
always be welcomed in lieu of the enrolled delegate.

In the event of the Conference being foreclosed due to relevant 

government restrictions, your registration fee may be either 

•  ‘rolled over’ at full value until a date when this conference may 

be re-presented, or
• refunded with a deduction for administrative expenses.

Delegates are expected to comply with the National Cabinet 
requirements, including full vaccination, that apply at the time of 
the Conference.

8.45am   
It’s change all around us: 
am I managing? Do I need 
to understand how my 
colleagues are likely to react 
and how I might help my team 
understand why the change is 
happening? More, how can all 
be managed to view the new 
outcomes and possibilities 
positively? Equally, how do I 
deal with the conflict change 
inevitably espouses?  

So many unknowns surround us. 
Most impinge on our workplace 
in some way. The implications of 
the pandemic; the internet and 
social media; gender identity and 
the search for equity on all fronts, 
especially in equal pay, opportunity 
and respect; domestic violence 
and family breakdown; religious 
diversification and declining 
allegiances, and more. The school 
is becoming one of few stabilizing 
forces in this sociological storm. 
It is now being expected to provide 

solutions often in areas beyond its 
expertise. In these situations, the 
solutions suggested often create 
conflict, even despair. How might 
we be better prepared for change 
and to manage conflict?

PRESENTER 
Dale Emery, Football Operations 
Specialist, Fremantle Dockers.

10.15am   
MORNING COFFEE 

10.45am   
THE SECOND WORKSHOP

Building your Mental Fitness 
awareness – Understand It, 
Respect It, Recognise it in others

Exercise is now fundamental to 
health. We are now increasingly 
aware of problematic stress, 
tension and mental illness. 
Psychologists are working with 
concepts of mental fitness to 
compliment physical fitness. 
Both concepts are being 
introduced into the contemporary 
workplace to underpin notions 

of wellness and resilience and 
the legislative OHS requirement 
for psychological as well as 
physical safety. This workshop, 
led by a Consultant Psychologist, 
will work through.

• Understanding Mental Ill-Health 
while recognising the behavioural 
symptoms of mental ill-health in 
children, concerned parents and 
stressed teachers and colleagues

• Relating to stress-related 
behaviours  
Fixed and Flexible Dimensions 
of Optimism and Pessimism

• Appropriate language use, 
respecting the emotion, and 
messaging or leading the right 
response

• Developing a Framework for 
Client Care 

PRESENTER 
Maria Ruberto, Consultant 
Psychologist, Salutegenics 
Psychology.

1:00pm   
FAREWELL  

THE INFLUENTIAL EXECUTIVE ASSISTANT THE INFLUENTIAL EXECUTIVE ASSISTANT

Name       

Address

Email 

Telephone     

School 

THURSDAY EVENING DRINKS   Yes     No 

Special Dietary Requirmements       

REGISTRATION
You may register in two ways, 

by email or by telephone to 

register using a Credit Card. 

So, either

email 
info@janusconsulting.com.au 

or telephone   
M: 0414 295 048

  Early Bird Fee  
($1270 plus $127 GST) $1397 

(avail. until 4pm July 1, 2022)     

  Full Conference Fee  
($1470 plus $147 GST) $1617

The 2022 National Conference for Executive Assistants to Principals, Human Resource Managers and Senior Executives in SchoolsFRIDAY  
SEPTEMBER 2, 2022 



Dale Emery
Dale Emery is the Football Operations 
Specialist at the Fremantle Football Club. 
Dale accepted this role after four years as 
Executive Assistant to the Principal at Lake 
Joondalup Baptist College. Dale will share 
her journey as an Executive Assistant in 

various sectors including medical, government, education and 
now, elite sport where she navigates the logistics of moving the 
Dockers football team around the country smoothly, 
particularly in light of the Covid landscape. She will share the 
tools she has found to be most beneficial to her in juggling 
change and uncertainty and how these might be applied in a 
school or any other setting to ensure even the most 
challenging of situations can be overcome positively and 
collaboratively.

Amy Jacobson
Amy Jacobson is an EI and human 
behaviour specialist, delivering emotional 
intelligence insights and workshops across 
Australia and internationally. 

She has authored ‘Emotional Intelligence:  
A simple and actionable guide to 

increasing performance, engagement and ownership’.   
She is a media personality appearing on television and radio, 
and in print.  Her mission is to break down misconceptions 
about, and help as many people as possible understand and 
develop their emotional intelligence. 

Amy has extensive experience in industry training and 
corporate programs workshops, keynote speaking and in 
one-to-one coaching, during which her mission has become 
her passion and her determination to help people grow 
emotionally and discover their personal ‘y’. Amy prides herself 
in assisting teams to become purpose-driven and results-
oriented, employing a complex of tough love and infectious 
energy with customised tools and systems

Jacquie Jones
Jacquie is EA to the Principal at Carey 
Baptist Grammar School, a large 
independent co-educational school in 
Melbourne’s inner east. Jacquie has been in 
the role since 2008, working with three 
Principals. Prior to that, Jacquie held a role 

at Carey in Daily Organisation and camp coordination for 8 
years. Jacquie loves the variety of work that comes every day 
in this role, as well as enjoying the warmth and collegiality of 
the Carey community. 

Jacquie has two adult daughters and enjoys walking, reading, 
music and used to enjoy travel!

Jacquie has been attending the Janus conference for EAs and 
PAs for many years and looks forward to presenting this year. 

Maria Ruberto
Maria is a psychologist and certified 
neuropsychotherapist with experience 
in education, clinical and industry. 
Her research encourages capacity and 
performance increase in individuals and 
teams who depend on relationships, 

emotional intelligence and resilience to achieve growth. 

Maria has worked with educational leadership and trauma 
response; with Beyond Blue and associates, and with 
Swinburne University on programs for schools within 
Emotional Intelligence training. Maria delivers workshops to 
organisations focused on teaching people to open their lives, 
apply optimistic tools and activate positivity. Her core mission 
is moving young people from languishing to flourishing, with 
respect, resilience and resolve. 

Jonathan Walter 
Jonathan began his teaching career 
working at Carey Baptist Grammar School 
as a member of the Outdoor Education 
department in 1992, where he shared his 
love of the outdoors through working with 
students in experiential settings, an 

involvement which he continues to manage with students 
today.  Following 3 years at Wesley College, teaching VCE 
Outdoor Education and IB Geography he was then appointed 
as the Head of Caulfield Grammar School’s Yarra Junction 
Campus in the Yarra Valley. Following this he was appointed 
the founding Head of Middle School, Caulfield Grammar.  

In 2010 he was appointed Principal of Woodleigh School on the 
Mornington Peninsular. Over the next nine years with the team 
at Woodleigh he grew the school to over 1000 students across 
3 campus developing a highly regarded progressive holistic 
educational experience for students in ELC to Year 12.  In 2020 
he commenced his role as Principal of Carey Baptist Grammar 
an independent, co-educational school of 2600 students in the 
eastern suburbs of Melbourne School. 

Jonathan holds a BA, DipEd, and Masters of School Leadership 
from the University of Melbourne.

Nick Evans
Nick Evans was appointed as the 17th 
Principal of Wesley College in 2019.  
Nick has had a long association with 
Wesley College. He is an Old Wesley 
Collegian and, as such, is only the  
second Old Wesley Collegian to be 

appointed Principal of the College.

Nick gained a Bachelor of Arts degree with Honours from the 
University of Melbourne, which was followed by some years 
working in the hospitality industry and on a gold mine in 
Western Australia. He gained a Graduate Diploma of Education 
from La Trobe University in 1993 and returned to Wesley to 
teach History and Politics in 1994, appointed by the Head of 
Campus Tony Conabere! Nick also has a Master of Education 
degree from the University of Melbourne.

This was the beginning of 20 years of teaching and leadership 
at Wesley College. Nick was Head of the Humanities Faculty, 
Head of House, Head of Middle School and Head of Senior 
School at St Kilda Rd Campus.

From 2014 to 2019, Nick was Deputy Headmaster/Head of 
Senior School at Melbourne Grammar School before returning 
to Wesley.

Geraldine Wilson 
Geraldine Wilson is a Director of Ianus 
Consulting Pty Ltd, a consultancy she 
founded and has managed since 1998. 
A Fellow of the Australian Institute of 
Office Professionals and a past President of 
the Victorian Branch of the Australian 

Institute of Office Professionals, Geraldine is the author of three 
books: The Executive Assistant of the Future, Flexing Your 
Muscles – Benchmarking and Best Practice, and, published in 
2019, The Executive Assistant – My Contribution for The Future.  
Prior to commencing Janus Consulting, Geraldine worked as an 
HR Professional with Deloitte, Melbourne, managing the 
recruitment, induction and professional development of the 
firm’s support staff. Her passion has been the development of 
the Executive Assistant. She has provided in house professional 
development in the government, corporate and education 
sectors, throughout Australia and NZ and has held national and 
international conferences over the last twenty years, helping 
professionals develop and improve their workplace 
performance and, in so doing, contribute to success.

PRESENTERS 


