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RECOMMENDED RESOURCES ON WORKPLACE BULLYING 

Books 

Taming the Abrasive Manager by Dr. Laura Crawshaw 

The Bully at Work by Gary & Ruth Namie PhD 

In Darkness, Light Dawns by Lisa Barrow 

The Bully-Free Workplace by Gary & Ruth Namie PhD 

Speaking Your Mind in 101 Difficult Situations by Don Gabor 

The No A..hole Rule by Dr. Bob Sutton 

 

Websites 

www.bosswhispering.com 

www.workplacebullying.co.uk 

www.gov.uk/workplace-bullying-and-harassment 

www.workplacebullying.org  (Download their 2014 Survey) 

www.bullyonline.org 

www.stopbullyingworld.org 

www.bullyfreeatwork.com 

www.knowbull.com 

www.bulliedbythebossblog.blogspot.com 

Cyberbullying: www.nobullying.com 

Research on Companies: www.glassdoor.com 

 

TED Talk 
Corporate Psychopaths at Work by Clive Boddy 

http://www.betheultimateasstant.com/
http://www.glassdoor.com/
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MORE RESOURCES FROM BONNIE 

Knowledge and resources mean power if you work as an assistant. We may work alone, but we really aren’t 
alone. Here are just a few of my favorite go-to resources that I hope will help you in your work and in your life. ~ 

Bonnie 

 

BOOKS 
• Taming the Abrasive 

Manager by Laura 

Crawshaw 

• Working With Emotional 
Intelligence by Daniel 

Goleman 

• Speaking Your Mind in 
101 Difficult Situations 
by Don Gabor 

• Crucial Conversations 
by Kerry Patterson  

• Daring Greatly by Brene 
Brown 

• The Confidence Code by Katty Kay & Claire 

Shipman 

• Managing Up: How to Forge an Effective 
Relationship With Those Above You by 

Rosanne Badowski & Roger Gittines 

YOUTUBE VIDEOS / TED TALKS 
• Sheryl Sandberg’s (COO Facebook) speeches 

about women in the workplace 
• Steve Jobs’ 2005 commencement address at 

Stanford University 

• Amy Cuddy from Yale on Body Language 

 

CAREER MANAGEMENT 
www.careerealism.com  

www.careerbright.com  

www.mindtools.com  
www.glassdoor.com 

INEXPENSIVE SUBLETS 
www.airbnb.com 

PARKING  
www.bestparking.com  

UNUSUAL GIFTS 
www.newyorkmouth.com  

www.wallmonkeys.com  

www.puppypurse.com  
www.fretzels.com  

AVOID VOICE ROUTERS 
www.gethuman.com  
 

 

1,000 BEST WORLD 
RESTAURANTS 

www.laliste.com 

TRAVEL 
www.tripit.com 

www.itseasypassport.com 

www.traffic.com 
www.seatguru.com 

www.flightstats.com  
www.timeanddate.com 

www.worldtimebuddy.com 

LEFT-HANDED 
PRODUCTS  

www.leftyscorner.com  

 

Speak Up! Pledge 

www.speakuppledge.com 

I pledge to speak up in my workplace in order 
to build more productive, positive, and 
respectful communication between me, my 
manager, and my colleagues. Finding my voice 
and speaking my mind in a professional and 
responsible manner is important because:  
 
1. I will be a more self-confident and 

empowered person. 

2. I will be a more productive and proactive 

business partner to my manager(s). 

3. I will be improving our workplace 

through more open communication. 

http://www.betheultimateasstant.com/
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BE THE ULTIMATE ASSISTANT 2-DAY WORKSHOPS 

Join your colleagues for the transforming 

learning experience that is like rocket fuel for 

your career. This 17-hour highly interactive 

course is geared towards experienced PA’s and 

EA’s as well as private service professionals. 

The class is designed to develop and fine-tune 

the mindset, confidence, and tools needed to 

succeed with the most demanding employer 

and job description. We focus on both the soft and hard skills necessary to be 

at the top of your game and to stay relevant and marketable in today’s 

competitive workplace. 

Workshop Topics Include:  
❖ Advanced Communication Skills  

❖ Organization Techniques  

❖ Problem-Solving Strategies 

❖ Finding your Voice 

❖ How to Handle Difficult People  

and Situations 

❖ Security, Ethics & Confidentiality 

❖ Technology & Social Networking 

❖ Career Management with a local 

recruiter   

                                                                  

Bonnie and Olympia Dukakis 

 

 

“I left BTUA filled to the brim with new 

knowledge, skills, and professional 

connections.  I have a renewed sense  

of purpose and enthusiasm for this 

exceedingly important line of work.  

I recommend this workshop without 

hesitation.”   

Lauren Jiloty, Sr. EA to Bill Gates 

2018 TOUR SCHEDULE 

 

"A great investment for an 

assistant at any level. It's an 

energizing five-star experience." 

~Kim Cassford, Recruiter 

 

 

 

 

New York City May 18-19 

Atlanta June 21-22 

Silicon Valley Sept 21-22 

Amsterdam Nov 29-30 
 

 

THE INSTRUCTORS 

 

Bonnie Low-Kramen 

Instructor & Author 

“Be the Ultimate Assistant” 
IAAP member & former 25-year 

assistant to Oscar-winning actress 

Olympia Dukakis, Bonnie is one of 

the most respected celebrity 

assistants and instructors in the 

country. She is committed to 

providing master training for 

assistants around the globe. 

 

Vickie Sokol Evans 

Technology Instructor & Author  

“100 Tips in Minutes” 

The 4-hour technology segment of 

the class will be taught by Vickie 

Evans who is a former PA and 

Microsoft Certified  Trainer. Vickie is 

an expert on both PC and Mac and 

best of all, she “gets” what assistants 

do and the best ways to get it done. 

She covers Word, Excel, PowerPoint, 

social networking and related privacy 

issues.   |   www.redcapeco.com 

ASA Attendees Receive $200 off BTUA! Check it out: 
www.bonnielowkramen.com  Promo Code: BTUABONUS18 

http://www.betheultimateasstant.com/
http://www.bonnielowkramen.com/
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ARE YOU A BULLY?  

5 WAYS TO TELL AND 5 REASONS TO STOP RIGHT NOW 

By Bonnie Low-Kramen for Glassdoor.com 

March, 2013 

 

In the few short weeks since January 1st, here are just two of the headlines that have appeared in respected 

business publications: “Is Your Boss a Psychopath?” and “A Survivor’s Guide to Bullies, Backstabbers and Bastards.” 

Words like “toxic, destructive, revenge, screaming, crying, and storming” fill the paragraphs. Books on the subject 

include “Snakes in Suits” and “Sociopaths at Work.” And of course there are the films, “The Devil Wears Prada” and 

“The Wolf of Wall Street” which depict these not-so-fictional antisocial behaviors that are epidemic in today’s 

workplace.  

There is a plethora of information about what to do if you work for one of these tyrants, but how about if you are 

the bully inflicting all this pain and suffering? 

This blog post is for you. 

Answer these 5 questions to determine if you are a bully. 

1. Have you yelled at someone today and on most days?   

2. Do you slam doors when you are angry? 

3. Have you publicly humiliated and demoralized your staffers by calling them morons, idiots, and other 

disparaging epithets? 

4. Do you throw things, stamp your feet, and pound your fist on the table to make your point? 

5. Do you make fun of your staff with mean-spirited insults? 

 

Recent Stats: 35% of the American workforce has been bullied 

7 out 10 employees leave their jobs because of a bully 

Stat Source: www.workplacebullying.org  

 

If 3 out of 5 answers were “Yes,” here are the 5 reasons to alter your behavior right now. 

1. Because you lead by intimidation and fear, most everyone is afraid of speaking with you at all, never mind 

telling you important truths about your business. There is a lot that you are not being told about what is 

going on. No one seeks to be the dead messenger. Instead, your staffers are reading books like “Taming 

the Abrasive Manager” by Laura Crawshaw. 

2. Staff who are respected and valued produce better work, are loyal, and go above and beyond when 

problems arise. The converse is true for staff who are disrespected, demeaned, and not acknowledged for 

the experience and talents that they were hired for in the first place. Your employees may be physically 

there, but not really there. The term is “presenteeism.” 

3. Your staff may be at their desks but many of them are busy looking for the exit – and they are doing it on 

your dime. 

4. Perhaps you are bullying only one person? It is true that bullying takes the biggest toll on the victim but 

the witnesses of bullying also pay a high price, and they too will also look to quit. Have you heard of 

survivor’s guilt? 

5. Costs for employee sick time, litigation, and replacing staff are skyrocketing. The word has gone around 

about how you treat people, so new staffers receive “combat pay” just to take the job. Plus, your bottom 

line profits are directly impacted by the job satisfaction levels of your staff.  Bullying is very expensive. 

http://www.betheultimateasstant.com/
http://www.workplacebullying.org/
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Convinced to turn things around? Here are 5 things to do about it. 

1. Hire a counsellor or coach who specializes in bullying behaviors. 

2. Have one on ones with your most valuable staff and give them permission to tell you the truth. Really. 

Take notes. 

3. Apologize to those you have hurt. Sincerity counts. 

4. Speak with your HR Department to set realistic and actionable policies regarding bullying. Involve your 

staff in the creation of these policies and then post them on your website. 

5. Encourage your staff to openly communicate with you as often as needed. Emphasize that they will not 

receive retribution. 

 

The bad news is that you have been a bully. The good news is that you made it to the end of this blog post in the 

hopes of finding the reasons to make a change. If you are still in doubt about whether you are a bully, just ask 

your staff. Their eyes will say it all. 

 

http://www.betheultimateasstant.com/
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10 NO-BRAINER REASONS WHY WOMEN SHOULD HELP OTHER WOMEN 

By Bonnie Low-Kramen for Glassdoor. August 15, 2014 

“There is a special place in hell for women who don’t help 

other women.” Madeleine Albright, former United States 

Ambassador to the United Nations 

This famed 2006 quote from Madeleine Albright to the 

WNBA expresses what so many women feel and 8 years later 

it still hits a nerve. 

Our modern workplace is complex and changing by the 

millisecond. Input comes from every direction – not only from our managers and co-workers but also 

virtual colleagues, friends, family, and the relentlessly proliferating social media platforms. Given this 

landscape, does anyone really have the surefire fool-proof roadmap to guaranteed success? 

I certainly don’t. 

What I do see is that women now comprise more than 50% of the U.S. workforce and more women than 

men are earning college degrees. In addition, more women than ever before are joining the ranks of 

leadership in both companies, governments and now sports with Becky Hammon being named to be the 

first female Assistant Coach in the NBA. Another glass ceiling is broken. Congratulations, Becky! My 

sincere hope is that she gets the ongoing strong support and help along the way from men and especially 

other women. 

Here are 10 reasons why it is a no-brainer for women to reject the old stereotypes and for women to help 

other women succeed at every level. 

1. Today’s co-workers could be tomorrow’s managers. More and more women are being promoted 

into executive roles so do not underestimate any colleague’s ability to rise through the ranks. Build 

respectful, strong and authentic relationships with everyone – women and men. These relationships are 

like money in the bank that builds interest over time. 

2. You’ll make more money. Enlist the support of female mentors who understand the ways to negotiate 

salary packages and have them help craft your own strategy. According to the Wharton School of 

Business, only 5% of women will negotiate a salary once it is offered. Why? One of the main reasons is 

that women fear not being liked if they negotiate. Let’s eliminate the fear and choose to like them, support 

them and admire them for pursuing the compensation they deserve. 

3. Your powerful network will grow upward, laterally and exponentially. Men have been doing this 

on the golf course and at cigar bars for a long time. People do things for people, not companies. Need a 

new job? You will have plenty of women to call. Your son or daughter needs a job? Ditto! Need a 

resource fast? Shoot out a LinkedIn, Facebook or Twitter message and watch how fast the answer comes 

back. Your network is where the real power lies. 

4. Giving kudos privately and publicly is smart to do. Raising other women up and calling out their 

achievements elevates you too. In fact, it makes you look great, in part because it is done so seldom. 

Recognize the accomplishments of women in authentic ways and they will never forget it and others will 

notice too. Isn’t it nice to know that someone is noticing your hard work? Send a group email, a 

handwritten note, make an announcement at the staff meeting, but do something. 

http://www.betheultimateasstant.com/
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5. Women will like you. Be the woman who runs towards a problem, not away from it. Be the one who 

can be relied upon to stay late to hit a deadline and to do it with a smile and a positive attitude. Be a 

mentor. Speak truth to power. You are respectful, professional, discrete, and do not gossip. Do these 

things and you will be the woman who is not only liked but sought out when promotions are in the wind. 

6. Paying it forward feels great. Women are nurturers by nature and gain gratification from feeling 

useful and needed. Offering help and support to another woman is still a fairly new experience for many 

who had been socialized to think that the way to succeed was to put your head down, stay isolated, and 

rise to the top by back-door manipulation. Now that more women are in charge, they see through these 

behaviors in a heartbeat and are opting for inclusion rather than exclusion. Train other women to be 

calmly assertive and direct rather than passive/aggressive. 

7. It’s fun. Going out to dinner, having a spa afternoon, or working out together at the gym is not only 

smart business but great for friendships, not to mention chicken soup for your heart and soul. Sharing 

life’s problems over a meal or a treadmill can be cathartic as we allow other women to shine a light on 

possible solutions. Throw out the scorecards. 

8. Woman are great leaders. When the U.S. government almost shut down in October 2013, the crisis 

was averted by a group of Democratic women who pulled together with a group of Republican women to 

carve out a workable compromise. Learn from the best and then be a positive role model for others. 

9. Women don’t forget – ever. Women will forgive but they will rarely forget. It’s in the hard wiring. 

Think about it. If you have ever been bullied or sexually harassed, you can most likely remember where 

you were, what you were wearing, and what was said – verbatim. Conversely, if a woman extends herself 

to another woman in a generous and selfless way, it will be remembered. The rewards come back in 

unexpected ways. You never know how these acts reverberate in the universe but bounce around they 

will. 

10. Women helping other women is the right thing to do. While not the only factor, it is most 

definitely one of the major arteries on the road to success. After all, what are we all doing here if not to 

help one another? The old stereotypes about women are tired and frankly, boring. Life is hard. Work is 

hard. Let’s cut one another a break and give the overly competitive, passive/aggressive and martyr 

behaviors a permanent rest. It’s time. 

Turn on the television news to see our world that is filled with strife and one tragic story after another. As 

Madeleine Albright said recently, “To put it mildly, the world is a mess.” As natural leaders, women are 

quite used to handling messes. Let us help one another to continue the work of Madeleine Albright and 

make her proud of us. 

 

 

 

  

 

  

http://www.betheultimateasstant.com/
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MEN WHO WANT TO FIGHT SEXISM AT WORK: READ SHERYL 

SANDBERG’S BLUNT ADVICE 

By Leah Fessler | Quartz | August 31, 2017 

For years, Sheryl Sandberg has been at the forefront of 

women’s fight for professional equality. The 

Facebook chief operating officer’s 2013 book Lean In 

sparked innumerable contentious, essential debates 

about how women can advance in the workplace. 

But in a new interview with LinkedIn co-founder Reid 

Hoffman, Sandberg flips the narrative, sharing advice 

about what men can do to fight workplace sexism. 

Speaking on “Master of Scale,” Hoffman’s podcast, her message is both clear and cutting: Men need to 

care enough about gender equality to act. 

Aggressively push against biases 

Well-intentioned men are often eager to know how they can be better allies. When Hoffman asks how 

men can help the “Lean In mission,” Sandberg replies: “The way to help is to recognize that there are all 

of these biases, and push against them, and push against them aggressively.” 

The problem, as feminist writer Lindy West points out in her New York Times column “Real Men Get 

Made Fun Of,” is that while men may want to help, they often hesitate to stick up for women and 

minorities when push comes to shove. They’re aware that calling out sexism when they see it may mean 

facing mockery, condescension, or rebuke. But as West writes: 

“Getting yelled at and made fun of is where many of us live all the time. Speaking up costs us friends, 

jobs, credibility and invisible opportunities we’ll never even know enough about to regret. 

I know there’s pressure not to be a dorky, try-hard male feminist stereotype; there’s always a looming 

implication that you could lose your spot in the club; if you seem opportunistic or performative in your 

support, if you suck up too much oxygen and demand praise, women will yell at you for that too. But I 

need you to absorb that risk. I need you to get yelled at and made fun of, a lot, and if you get kicked out of 

the club, I need you to be relieved, and I need you to help build a new one.” 

The first step, then, is for men to decide that they will be allies not only in spirit, but in action. 

Give women the credit they deserve 

Sandberg also points out that many studies have proven women are far less likely than men to receive 

credit for comments and ideas they share in meetings.  

“If you are a man in that meeting—and you don’t have to be the boss, you could be a colleague—and that 

happens, you could say, ‘That’s a great idea—Liz, that was your idea. Tell us about it,'” says Sandberg. 

“You don’t even have to say you stole her idea, just give the woman credit. Give the girl credit if it’s in a 

classroom.” 

http://www.betheultimateasstant.com/
http://mastersofscale.app.link/quartzShSful
https://www.nytimes.com/2017/07/12/opinion/real-men-might-get-made-fun-of.html?rref=collection%2Fcolumn%2Flindy-west&action=click&contentCollection=opinion&region=stream&module=stream_unit&version=latest&contentPlacement=6&pgtype=collection
https://www.nytimes.com/2017/07/12/opinion/real-men-might-get-made-fun-of.html?rref=collection%2Fcolumn%2Flindy-west&action=click&contentCollection=opinion&region=stream&module=stream_unit&version=latest&contentPlacement=6&pgtype=collection
https://www.usatoday.com/story/money/2016/09/27/lean-in-study-women-in-the-workplace/91157026/
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The phenomenon of women not receiving credit for their work is partially attributable to the double bind 

that women constantly face in meetings, email, and everywhere in between. “When a woman speaks in a 

professional setting, she walks a tightrope. Either she’s barely heard or she’s judged as too aggressive,” 

Sandberg and organizational psychologist Adam Grant write in the New York Times. Women of color 

can be even more strongly affected, as West points out: “People of color not only have to deal with 

racism; they also have to deal with white people labeling them “angry” or “hostile” or “difficult” for 

objecting.” 

But as most women know, blaming sexism entirely on implicit biases is a copout. Women are consistently 

denied credit for their ideas, promotions, and equal salaries because men—who are usually the 

gatekeepers to professional advancement—do nothing. 

Don’t make assumptions about what women want 

Men also need to check their instinct to make assumptions about what is best for their female colleagues. 

“Don’t have private conversations where a woman’s pregnant and you say, ‘We’re not going to offer her 

that job, she’s pregnant.’ Ask her,” she says to Hoffman. “She might decide she doesn’t want to travel 

more, but she might decide she wants to do it. So often, we take opportunities away from women, because 

we assume we know what they want, rather than giving them the full opportunities they deserve.”  

Patronizing as such a situation may sound, Sandberg has work experience at some of the most 

“progressive” companies in the world. Even progressive workplaces may fall prey to stereotypical 

assumptions about what women want for their lives and careers. So it’s crucial that men check their belief 

that they’re mind readers—or, worse, their colleagues’ parents.  

Make professional connections with women 

Another way that men inadvertently hoard opportunities, says Sandberg, is by avoiding situations where 

they might be alone with another woman. “A huge percentage of men are literally afraid to be seen one-

on-one alone with a woman,” she says. “Where do you think the mentoring happens?” 

The US had a national conversation about this phenomenon earlier this year when word broke that vice 

president Mike Pence refuses to dine alone with any woman who is not his wife. As Jill Filipovic explains 

in Cosmopolitan, this mindset has an enormous cost for gender equality. 

“In politics, after-work dinners and drinks are where meetings are routinely held, strategies are hashed 

out, career advice is doled out, information is shared, and relationships are built. 

If men like Pence won’t engage with women one-on-one in informal settings, it’s the women who miss 

out — because it’s still men who run the show. It would be awfully hard for a woman in any high-

powered industry to have a same-sex-only dining rule, because there are simply so few women at the top 

of their fields in politics, business, technology, and law. Ladies-only lunching (or dining of any kind) 

would mean the inability to meet individually and informally with the overwhelming majority of leaders 

in your field.” 

Some men may argue that they want to mentor women, but can’t for fear of appearing sexually motivated. 

This argument isn’t crazy, in light of this year’s highly publicized Silicon Valley sexual harassment 

scandals—but it is inherently sexist. 

http://www.betheultimateasstant.com/
https://www.nytimes.com/2015/01/11/opinion/sunday/speaking-while-female.html?mcubz=1
https://www.nytimes.com/2017/07/12/opinion/real-men-might-get-made-fun-of.html?rref=collection%2Fcolumn%2Flindy-west&action=click&contentCollection=opinion&region=stream&module=stream_unit&version=latest&contentPlacement=6&pgtype=collection
https://www.washingtonpost.com/news/the-fix/wp/2017/03/30/mike-pence-doesnt-dine-alone-with-other-women-and-were-all-shocked/?utm_term=.5acac0f19374
http://www.cosmopolitan.com/politics/a9209120/mike-pence-dinner-alone-women/
http://www.cosmopolitan.com/politics/a9209120/mike-pence-dinner-alone-women/
https://www.nytimes.com/2017/06/30/technology/women-entrepreneurs-speak-out-sexual-harassment.html?mcubz=3
https://www.nytimes.com/2017/06/30/technology/women-entrepreneurs-speak-out-sexual-harassment.html?mcubz=3
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The reality is that the vast majority of straight men are fully capable of spending time alone with women 

without cheating or committing sexual harassment, Filipovic writes. “Perhaps men who can’t be alone 

with women without being sexually tempted by them are a liability, and shouldn’t be in charge of anyone 

or anything.” 

And if men feel uncomfortable with being alone with women colleagues in a specific scenario, they can 

simply change the scenario. Sandberg offers a story about a partner at Goldman Sachs. “He had 

daughters, and he realized he was totally comfortable having dinners with men, but not women,” she says. 

“So he decided—no dinners.”  

The same logic should apply to athletic outings, drinks, or other networking opportunities that men “don’t 

feel totally comfortable” partaking in with women (or, more importantly, that women are systematically 

excluded from partaking in with men). Another man Sandberg spoke with realized he only traveled with 

the young men in his office—so he made a commitment to start taking women too.  

“Either way is fine,” concludes Sandberg. “You may decide—all the travel, all the dinners, no travel, no 

dinners—but whatever you decide make it explicit, and make it equal.” We’ll toast to that. 

 

http://www.betheultimateasstant.com/
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AFTER HARVEY WEINSTEIN, HOLLYWOOD ASSISTANTS URGED TO 

BREAK CULTURE OF SILENCE 

     
By Danielle Paquette October 19, 2017   

  

Harvey Weinstein's assistants are part of his story.  

There is no rule book for Hollywood assistants. They 

make reservations, plan birthday parties, schedule 

surgeries — tasks vary by employer. But practically 

everyone signs a confidentiality agreement. 

Now industry leaders are urging these gatekeepers to 

shatter the culture of silence and come forward if 

they endure or witness sexual harassment, even if 

they're bound by a nondisclosure agreement. 

The calls for increased transparency follow reports by the New York Times and New Yorker alleging 

years of harassment and sexual abuse by Harvey Weinstein. The stories have rocked the entertainment 

business and raised questions about how much the movie producer's assistants knew about the abuse. 

Since the Weinstein stories surfaced, ICM Partners, one of the world’s largest talent agencies, and other 

firms have told staffers to speak up if a boss harasses them or others. A veteran assistant is 

counseling newcomers on how to handle sexual harassment. New York state lawmakers, meanwhile, are 

pushing for legislation that would outlaw any contract that would have the effect of concealing claims of 

harassment or discrimination. 

The days of executives prizing discretion over safety need to be over, said Rachel Zaslansky Sheer, co-

founder of the Grapevine Agency, a staffing firm to the stars. 

“If anything feels off, don’t do it,” Sheer said she tells job candidates. “Say something. It’s not worth it. 

Nothing is worth it.” 

ICM Partners, one of Hollywood's big four agencies, recently called an all-staff meeting, where Chris 

Silbermann, the firm's managing partner,  denounced Weinstein’s behavior and told workers to report any 

form of abuse they encounter on the job to human resources or the firm's legal team. Employees in New 

York and London watched the event on video. 

“He assured the staff that every partner’s door is open to discuss this matter or any other if people needed 

to talk,” said ICM spokesman Brad Turell. 

Assistants, however, don’t often feel empowered to ask questions or say no, even if they suspect their 

employer could be hurting others. Blind loyalty, some say, is seen as an asset. 
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“You are not in a position where you have any remote sort of leverage, and you are extremely 

replaceable,” said the assistant of a popular show-runner in Los Angeles, who spoke on the condition of 

anonymity because of his nondisclosure agreement and fear of retaliation. “There are very few things that 

are worth speaking up about because when and if you decide to do that, it’s over.” 

However, Debra Katz, a civil rights and employment lawyer in Washington, said the nondisclosure 

agreements that are customary in the industry cannot block someone from filing a complaint to the Equal 

Employment Opportunity Commission. She added that assistants alleged to have enabled sexual 

harassment or abuse could face legal exposure. 

“This whole notion of an assistant delivering someone to a hotel room and clearly knowing what it was 

about — there’s a good argument that the individual aided and abetted the sexual assault,” Katz said. “If 

they were taking women to Weinstein under what they knew were false pretenses, and if they understood 

that there were likely unwanted sexual advances, that’s aiding and abetting.” 

Some lawmakers are pushing to give workers more legal protection to raise concerns. 

Two New York state senators introduced a bill last year that would throw out any contract that prohibits 

workers from reporting misconduct. (The move came after former Fox News anchor Gretchen Carlson 

accused Roger Ailes of sexual harassment.) 

“The Weinstein matter shows that when the boss commits sexual harassment, it’s not just overlooked but 

enabled,” said state senator Brad Hoylman, one of the measure’s co-sponsors. 

About 632,000 executive assistants work in the United States, according to the Bureau of Labor Statistics. 

They’re concentrated in New York and California, with a typical annual salary of about $58,000. 

Fewer than 4 percent of assistants are employed by an artist, entertainer or athlete, government data show, 

but they play an outsize role in popular culture. Movies depict them jumping from chore to chore, keeping 

their boss’s life in order, hoping to build a career in a competitive field. 

Sheer, the staffing executive in Los Angeles, said she tells other executives informally to avoid problem 

bosses. If she hears fearful whispers about an A-list client, “I’ll call my friends who own other agencies 

and say, ‘Hey, guys — we didn’t have a great experience with this person,” Sheer said. 

Bonnie Low-Kramen, co-founder of New York Celebrity Assistants, a networking organization, 

spoke to a crowd of aspiring assistants in Dallas on Monday about how to handle sexual harassers. 

The topic, she said, exploded into her conversations after the  Weinstein story broke. 

“What is it we are willing to tolerate and not tolerate?” she said she asks young people who want a 

foot in Hollywood's door. 

Low-Kramen, who worked as actress Olympia Dukakis’s assistant for 25 years, advises assistants to 

tell their bosses or someone they trust when something makes them uncomfortable. 

“Nine times out of ten, they’re not going to lose their jobs,” she said, adding that you don’t want a 

predator on your résumé, anyway. “We have to shine a light, or we’ll never break these patterns.” 

http://www.betheultimateasstant.com/
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A number of Weinstein's accusers have raised uncomfortable questions about the role played by his 

assistants. In describing an alleged assault that took place in Cannes in 1997, model Zoe Brock said 

Weinstein's assistant had said a group of friends would be meeting in the movie producer's hotel room. 

“I had been played by not just one predator, but all of his accomplices,” she said on Australia’s 60 

Minutes. 

The assistant later apologized, Brock wrote in a Medium post. “‘I’m so sorry,’  he said,” according to 

Brock’s account. “‘I want you to know that of all the girls he does this to you are the one I really felt bad 

about.’” 

http://www.betheultimateasstant.com/
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WHAT NOW? WHAT SHOULD WE DO NOW ABOUT SEXUAL 

HARASSMENT IN THE WORKPLACE? 

By Bonnie Low-Kramen | October 23, 2017 

 

The assistants of the world have known the sexual harassment situation for 

a long, long, long time. It has been a taboo and stigmatized subject and the 

cause of much personal shame and embarrassment. It is discomfort of the 

highest order with symptoms of nausea, headaches, and sleepless nights. 

Sexual harassment can feel like a terrorist attack because you rarely know 

when or how it is going to happen. 

The assistants of the world don’t only work in Hollywood and not 

only in America but everywhere. They are 95-98% female. These women are the backbone of their 

companies, the face of the company culture, and the right arms to their executives. 

Note: Men are sexually harassed too but given the worldwide demographics, women are the primary 

targets. 

Many of these women have been bullied, humiliated, abused, and sexually harassed over a long period of 

time. They have willed themselves to stay quiet out of abject fear and simply not having any roadmap for 

what to do. These behaviors have somehow become their “normal.” They sit at their desks isolated and 

alone in the problem, often paralyzed, terrified to speak up in fear of retaliation. They avoid and resist 

conflict at every turn and most would be loathe to bring charges. 

Until now. 

Maybe. 

The assistants of the world are not highly paid influential movie stars and they wonder if this new 

spotlight being shone on sexual harassment will make a difference now? Do they really have any new 

clout? Despite the media attention, the fear of speaking up is not going to go away in a minute. It took a 

very long time to get to this place so it’s going to take a while to move us to a brighter, more enlightened 

culture of respect. 

The media attention is beginning to reveal the high price we are paying for permitting these toxic 

behaviors to persist. (See the October 19th Washington Post article where I am quoted about sexual 

harassment of assistants.) The trauma of harassment does not only last the day it happens or the week or 

even the month, but for years. If it is true that thousands of women have been the target of workplace 

harassment then it must follow that we have thousands of traumatized staffers helping to run companies. 

That begs the question – If an individual is in emotional pain and turmoil, distracted by feelings of 

embarrassment, anger, depression, betrayal, disappointment, and regret, is it possible to expect a high 

level of productivity from that individual? The answer is a crystal clear NO WAY. 

This obviously affects the bottom line, costing companies dearly in the form of revolving doors of staff 

and plummeting profits. The cost of protecting high producing harassers results in low morale, sick time, 

http://www.betheultimateasstant.com/
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and legal costs to settle in court. Gretchen Carlson settled for $20 million in her lawsuit against Fox 

News. 

It would seem from all the media attention that some harassers will be held accountable and may end up 

in jail and/or lose their jobs. But many will not. 

How about those who are still there? 

Education is the answer. I am not a fan of firing people until an effort has been made to provide education 

and coaching. If harassers are fired without coaching, they will just get hired at a new company and will 

repeat the same pattern of abuse. We must break the cycle in order to be free of sexual harassment and 

that happens through awareness and coaching. 

Tomorrow is a new day to stop blaming the victims for sexual harassment. Here are four suggestions for a 

long-term fix so we can realistically move forward in a healthier and more respectful way as individuals 

and as companies. 

1.  Shining a light begins at the top. Assistants agree that no real and long-lasting change will happen 
in our workplace unless CEOs and upper management leaders commit to put muscle into zero-tolerance 
policies against harassment which is a form of workplace bullying. 

2.  When sexual harassment happens to you End it right when it starts. Know that you are the CEO of 
You, Incorporated and as such, you have every right to speak the clear and confident words: “I don’t know 

what gave you the idea that I want that, but I don’t. That will be the last time. If it happens again, I will 
take action.” “I won’t do that. I don’t feel comfortable and that is not what I was hired to do.” “We need to 

talk about what just happened. You cannot speak to me like that. It is not productive or effective.” 
3.  #MeToo Support Groups  Expert therapists speak to all staff as a way to offer realistic and healthy 

ways to heal the wounds. Peer-to-peer mentoring can be an ongoing company endorsed and supported 

activity. 
4.  Orientations for new managers. With guidance from experts and involvement by assistants, 

companies can create orientations for all new managers on the adherence to a culture of respect and 
professionalism which applies to all staff at every level. Accountability systems need to be implemented 

which make it safe to come forward to report infractions. 

5.  Sensitivity Training for both men and women to remove the stigma and taboos. We can no 
longer blame our victims for abuse. In order for real change to occur, we need a big dose of empathy 

education. Many men have no idea about the depth and breadth of this problem so how can we ask them 
to be a part of the solution unless they have information? 

6.  Education and training in colleges are critical. Universities can add classes in emotional 
intelligence and how to manage/lead human beings with a special emphasis on gender differences. 

Leadership expert Simon Sinek (StartWithWhy.com) challenges us to “Imagine a world where we feel 

safe at work.” He knows what I know which is at this moment in time people do not feel safe at work. If 

leaders doubt this, I suggest asking their teams. 

We have much work to do to have a workforce who feel safe. Safe to be free to do great work without 

fear of sexual harassment. Safe to speak truth to power without fear of retaliation. Safe to expect a culture 

of respect & accountability when issues arise. 

It is high time that we break the silence and the patterns of abuse. What is clear is to commit to building 

cultures of respect is a smart business strategy that will not only benefit our current workforce but our 

daughters and sons and generations beyond. 

http://www.betheultimateasstant.com/
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It is completely within our reach to leave this as our legacy. It’s our choice. It’s a new day. Isn’t it time? 

 

Resources About Workplace Bullying  

www.betheultimateassistant.com/workplacebullying 

2017 Worldwide Workplace Bullying Survey Results 

Book: Taming the Abrasive Manager by Dr. Laura Crawshaw 
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TIMES UP FOR THE ‘BOSS ’ 

By Bonnie Low-Kramen, President Ultimate Assistant Training & Consulting Inc. 

 

"No matter what anybody tells you, words and ideas can change the world." -John 
Keating 

I admit that ever since I was a working person at around age 12 as a babysitter, I have had a 
problem with the term ‘boss.’ Hearing it made me cringe. It always struck me as a negative and 
demeaning word - and for good reason. Because it is. At least in the definitions that apply to 
the workplace and refer to the people who supervise others. 

Did you know that the origin of the word comes from the Dutch word ‘baas’ which translates to 
mean ‘master.’ ‘Boss’ was first used in the 1660’s in the Dutch settlements of colonized America. 
‘Boss’ started being used because of the American aversion to the word ‘master’ which was 
commonly used in England. So it seems that the word morphed out of a need to avoid more 
humiliation. The word became the better of two evils.  

It’s time to move on. 

Let’s take a closer look at the word according to Merriam Webster and how it is still being used. 

Boss (noun) – “I’m the Boss and what I say goes.” 

Boss (verb) – “He bosses the team around.” 

Boss (adjective) – “She is very bossy.” 

Also of interest are Merriam Webster’s “words related to boss” which include: mistress, dictator, 

dominator, superior, slave driver, and micromanager, oppress, and tyranny. 

In every case related to the workplace, the connotation is negative. At conferences all through 
the U.S. and in 12 countries, I typically tell audiences early on in my presentation that I am not 
a fan of the word “boss” and I tell them why. I get to see the idea “land” with their body 
language and the recognition in their eyes. The idea resonates powerfully as they feel why they 
don’t like the word either. What I experience during Q&A is that my audiences easily and 
happily choose to find substitute words to describe the men and women who they support. 
Change happens in minutes if we intentionally choose it. 

Therefore, I propose a possibly radical idea that we simply stop using the word “boss.” Can we 
really just decide to stop using a word? In a word, yes. Just like the words “ice box,” 
“dungarees,” and increasingly “secretary,” the time has come to retire the word “boss.” As in 
today. As in, “Boss, I’ve called you in to say that today is your last day. You’re being replaced.” 

By what word, you may ask? By more relevant and respectful words like: 

http://www.betheultimateasstant.com/
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Leader 
Executive or Exec 

CEO 
Manager 

Supervisor 
Director 
Principal 

Editors and writers might be reading this right now and wondering what short 4-letter word to 
use for snappy headlines. What about “Exec”? Surely we can solve this if we believe it is 
important enough. 

Humans often do things because we always have out of habit, right? Times have changed and I 
see that it is time for a new normal. I see a world without the word ‘boss.’  

The working professionals of the world ‘get it’ because they understand the history and the 
innate negativity of the word because it doesn’t stop at just words. What often comes along 
with those definitions are the actions of workplace bullying, sexual harassment, and demeaning 
behaviors.  

The data is crystal clear that the way to inspire the best long-term work from staffers is to not 
boss them around. People quit people, not companies. In our 2018 workplace, the #MeToo, 
#TimesUp and #HandsOffPantsOn movements are real ‘things’ that are exposing the 
harassment and bullying epidemics going on globally. The bright light is shining on company 
culture and the way humans relate to one another. Intimidation and bossing are not effective 
long-term management styles. 

In a recent survey by Google, the results revealed what staffers want most in the workplace. 
The number one result was not money or benefits or a 401K or anything have to do with 
compensation. It was Psychological Safety. Staff wants to feel respected and valued and that 
they belong. This result is consistent with what I am seeing and hearing all over the world, from 
S Africa to Dubai to Scotland to New York City. 

Doing what I am proposing would mean taking a fresh look at the written language on company 
websites, job descriptions, social media posts, and most of all, at the way we speak about and 
to one another. 

In 2014, Sheryl Sandberg worked to ban the word “bossy” since it is a word only used to 
describe females. I am a huge fan of Sheryl’s, her book “Lean In,” and this Ban Bossy idea. I 
want to take it a step further. Will you participate? 

I worked as the Personal Assistant to Oscar winner Olympia Dukakis and her husband actor 
Louis Zorich. From the beginning of my work with Olympia, I felt uncomfortable using the word 
and so did she. I would call Olympia my ‘executive’ or ‘principal.’ Olympia would introduce me 
and say, “Meet Bonnie Low-Kramen. She works with me.” The ‘with’ rather than ‘for’ was subtle 
but it sent a powerful message to the listener. It is these kinds of intentional and respectful 
decisions that kept me happy and productively doing my job for 25 years. 

http://www.betheultimateasstant.com/
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Olympia had no desire to ‘boss’ me around because it did not make sense to either of us. 
Rather, she saw our work as a strategic business partnership and a collaboration. As such, I had 
a seat at the table at important meetings and the opportunity to speak when I had something 
to contribute. I belonged there. 

“Words are singularly the most powerful force available to humanity. We can choose to use this force 

constructively with words of encouragement, or destructively using words of despair. Words have 

energy and power with the ability to help, to heal, to hinder, to hurt, to harm, to humiliate and to 

humble.” Yehuda Berg 

 

The workplace of 2018 has never been more demanding and is crying out for this change that 

could be a singularly landmark moment in history. The word ‘boss’ no longer has a role in our 

modern workplace. It’s our choice. To take the lead on this change will make a real difference 

for our daughters and sons and beyond. We are worth it, aren’t we? 

http://www.betheultimateasstant.com/


© 2018 Bonnie Low-Kramen. All rights reserved.  | www.betheultimateasstant.com  | Resources & Articles Page 21 

WE WAIT TOO LONG TO TRAIN OUR LEADERS 

by Jack Zenger  |   Harvard Business Review  |  December 17, 2012 

 

Years ago, I was involved with a firm that experimented with teaching leadership principles to elementary 

school children. We were introducing the same skills to 3rd and 4th graders that we teach managers in 

large corporations. These nine- and ten-year-olds had no trouble understanding such concepts as the 

importance of preserving self-confidence in your colleagues or the dangers of focusing on personalities. 

In fact, they lost no time in applying the principles to their parents (who are, after all, their immediate 

supervisors). I can't help smiling when I think of a 3rd grader informing her parents that they were not 

focusing on the problem, but only on the person. From this we concluded that it's never too early to teach 

leadership skills.  

I'm not suggesting that fostering leadership skills in the schools is a corporation's responsibility (that's 

really a subject for another day). But I am arguing that leadership development can be taught at any age 

— and that companies wait far, far too long to begin. And when I say late, I mean very late. 

When I looked back at our database of some 17,000 worldwide leaders participating in our training 

program, who hailed from companies in virtually every sector throughout the world, I found that their 

average age was 42. More than half were between 36 and 49. Less than 10% were under 30; less than 5% 

were under 27.  

But the average age of supervisors in these firms was 33. In fact the typical individual in these companies 

became a supervisor around age 30 and remained in that role for nine years — that is, until age 39. It 

follows then, that if they're not entering leadership training programs until they're 42, they are getting no 

leadership training at all as supervisors. And they're operating within the company untrained, on average, 

for over a decade. 

Practicing anything mildly important, like say skiing or golf, without training is inadvisable. The fact that 

so many of your managers are practicing leadership without training should alarm you. 

 

Here are three reasons why. 
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Practicing without training ingrains bad habits. My children and grandchildren learned to ski at early 

ages. I began when I was 41. They learned the fundamentals early and well. I did not. They didn't pick up 

any bad habits. I did. Instructors pushed them to move to more difficult slopes while maintaining good 

form. I took my bad form from slope to slope. As you would suppose, they are much better skiers than I 

am. While they were taught correctly, I learned my skills willy-nilly — just like all those supervisors left 

to their own devices until they reached their 40s. Worse, I practiced my questionable skills over and over, 

ingraining them deeply. 

Practice makes perfect only if done correctly. Practicing for hours doesn't automatically create 

excellent skills. Say, for instance, that, as an aspiring golfer, you go to the driving range and practice by 

hitting buckets of balls off into the blue. You may leave feeling you've done something to help you 

improve, but more than likely you will only have practiced whatever swing you came with — good, bad, 

or indifferent. But say that when you go to the range you take a more deliberate approach. You draw a 

circle 20 feet in diameter, move back a bit, and proceed to hit balls until 80% land in the circle. Then you 

move farther back, take a different club, and do the same thing. That is deliberate, focused, and productive 

practice. Perfect practice makes perfect performance.  

Your young supervisors are practicing on the job whether you've trained them or not. Supervisors, 

are of course, leading people from the first day on the job. And from that day habits are being formed. 

Attitudes are being created. Management practices begin to coalesce. Would it not be in the organization's 

and the individuals' best interests to begin that process the moment they're selected for that position?  

For as long as I can recall, there have been those who have observed, "With all the money and effort 

being spent on leadership development programs, why don't we have better leaders?" The answer to that 

question is obviously complex, but could a part of the answer be that we have simply waited too long to 

develop these skills? It may be possible to teach old dogs new tricks, but there's no question that the 

sooner you begin, the easier it is. 

  

 

Jack Zenger is the CEO of Zenger/Folkman, a leadership development consultancy. He is a co-author of 

the October 2011 HBR article “Making Yourself Indispensable,” and the book How to Be Exceptional: 

Drive Leadership Success by Magnifying Your Strengths (McGraw-Hill, 2012). 
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SET YOURSELF UP FOR SUCCESS AT YOUR PERFORMANCE REVIEW 

Ellevate |  Aug 19, 2015  

By Pauline Millard 

There’s an old saying, “If you don’t ask you don’t get.” If we want 

raises and promotions at work, we have to ask for them, or at least 

make the best case for ourselves when it comes time for performance 

reviews. 

Women tend to fall into a pitfall of assuming that people will your 

notice your good work and reward you for it, while men constantly remind people what they are adding. 

Since men are often the ones making decisions about us, we need to be smart about how we’re advocating 

for ourselves and not just assume that they are keeping tabs on us. 

Making that case, though, can seem a little like self-promotion, and self-promotion can feel awkward. It’s 

important, though, since research shows that women are usually promoted based on accomplishments and 

men are promoted based on potential. 

In her recent Jam Session, Kate O’Sullivan, a career and leadership coach at KO Consulting, talks about 

how to advocate for yourself and how a little planning can set you up for raises based on your 

actual performance. 

Kate was a manager for many years and spent a lot of time doing performance reviews. She was always 

surprised that people didn’t start the process of getting ready for their reviews in advance. Managers 

usually have to put in grades and compensation changes and discuss it with a lot of other people, and that 

process usually takes at least a month before the reviews are handed out.  

Sometimes members of Kate's team would wait until the week of the review or even during the review to 

bring up what they were expecting. But at that point, there was little she could do, even if they made a 

good case for themselves.  

Create a plan months in advance. Three to four months before your review will be delivered, work with 

your manager as a partner. Kate said that’s enough time to change your behavior or improve. It’s also 

enough time for your manager to notice changes you’ve made. 

Be clear about your goals. People worry that they will come across as too aggressive if they ask for 

feedback. Managers, however, like to know that employees are ambitious and want to improve. They 

won’t telepathically know what you want. They have a lot of direct reports. You’re not the only one that 

they’re thinking about. 

Clarify expectations and get them in writing. If you say to your boss, “I want to move from analyst to 

senior analyst in six months,” they can tell you exactly what you need to do to make that happen. This 

will avoid vague feedback if you don’t get a promotion. It will also give you a roadmap to get to where 

you want to be. 

Set up an ongoing structure to monitor progress. You may think you’re on track but your manager 

may have a different perspective after a few months. Set up a consistent structure to get in sync. You can 

also address any issues that may come up in terms of support and resources.  
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Getting Feedback Beyond Your Manager 

Think about five-point feedback: from yourself, a client, a superior, a peer and a subordinate. 

This is important so that you can get a broad view of how you’re doing. Your peers spend more time with 

you than your boss does. Getting feedback is also a way of getting mentors and sponsors who will 

advocate for you.  

It’s important to remember that even if people like you, you may not always be in the front of their minds. 

Asking for feedback is a great way to get strengths -- and yourself -- front of mind.  

What To Do With All This Feedback? 

Reflect if it is true. Whether you agree with it or not, it comes down to how you view yourself. Most of 

us have a really strong view of our own identity, what we think we’re good or bad at. In reality, the 

biggest breakthroughs happen when someone points something out that isn’t in line with our own identity. 

If you disagree with something right off the bat, don’t dismiss it. Give yourself time to think about it and 

to see if maybe it could be a valuable piece of feedback. 

Get multiple views. Don’t just go for quantity. Think about quality, someone you trust and someone who 

is really good at that attribute or skill. Not just someone who will tell you something nice. Who will give 

you a critical view or more perspective? 

Get specifics. This isn’t about getting “proof.” That can seem defensive. Say something like, “I really 

want to understand your feedback, because I value it. Can you give me some examples?” You’re asking 

the question to understand, not to disprove. Be sure to also watch your tone.  

From Plan To Promotion 

Once you set yourself up for a great review, hopefully you’re in line for a raise or a promotion. There may 

still be a few challenges. 

Implicit bias: This is rooted in how women tend to come across, which is different from how we perceive 

ourselves and may be far from the reality of what our track record is. For instance, there is an implicit bias 

that if you speak softly or seem really nice that you won’t be able to make tough decisions. 

The way to combat this is to work with your manager to create a competency matrix, or a success profile 

of the skills or the level you need to be at in order to be promoted and get it written down. Once you do 

that, you can be cognizant of your behavior and adjust if it’s not in line with your goals. 

Time constraints. Everyone is busy and a little scattered. The more senior the person, the more directions 

they are being pulled in.  

The solution is to check in regularly and in a way that saves your manager time. Try something like, “I 

think I’m doing well in x and z, but need help with y. Do you agree?” It shows that you are proactive and 

thinking about your development. It also shows self awareness, and people like to work with others who 

know what they bring to the table. 
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Bad memory. Managers have a lot of direct reports. They don’t remember every detail of how hard you 

worked on something. Bad memory is a real challenge, so say something to your manager along the lines 

of, “Here is what I think I’m doing well. I want to check in with you regularly and remind you of my 

accomplishments.” It’s also a good time to ask for feedback, which, again, keeps you front of mind with 

people. 

Competing priorities. You’re going to remember your accomplishments more than anyone. Since 

women tend to be promoted on accomplishments rather than potential, it’s important to keep detailed 

records of what you’re up to. 

An easy way to keep track of accomplishments is to start a Google doc at the beginning of your review 

period and keep track of everything you do. That way you have a track record to bring to your manager 

when you initially start to plan for your review. 
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HOW TO SPOT A JERK BOSS DURING AN INTERVIEW 

February 7, 2014 by Gaya Harout  

Once upon a time, you nailed that interview. You put into practice all the tips you’ve read on the web on 

how to control your body language, how to answer all those sneaky interview questions, and you really 

felt as if you left a pretty good impression on your interviewer. 

You get the call after an eternity of sleepless nights and anxious walks with your phone glued to your 

hand. In the end, you do get the job and… bang! Only a month later, you realize your boss is a bad 

person. A real jerk, if you have to be honest. 

Does this sound familiar? 

The question is – how do you spot that jerk boss right on the spot, so that you save everyone’s time by 

acknowledging the fact that you wouldn’t fit in that company right during the interview? 

Here are a few points to get you started with, when YOU assess your future boss during your next 

interview: 

They are too nice with you. 

Yes, you’ve read it – too nice. (Well, first of all – nice and boss don’t go that well together.) Jokes aside, 

during your first encounter with the manager, the connection should come naturally and authentically. 

Don’t get me wrong, there might be many bosses out there who would really be nice because that’s who 

they are. 

In most cases, however, it either means they are hiding something under that perfectly polished body 

language (or their office desk) or they are too desperate to have you on board, as they are faced with 

fluctuation of labor in the company. In other words, beware if you hear phrases like, “We are flexible with 

the working hours, you might come and leave as you like, as long as the job is done!” 

They don’t listen. 

If you want to be a good communicator, then you should be able to listen – especially, if you are a leader. 

If you catch your future boss checking their laptop/computer/iPad too often, then it either means that you 

are doing a really bad job during that interview, or that he/she is a self-centered jerk. These types of 

managers also tend to forget asking if you have any particular questions about the position and the 

conditions in general, while they go on boasting about how successful their company is. 

They take all the credit. 

These managers would brag about how they magically revived the company after it had been almost 

destroyed by the previous owners, or how they went from 20 to 100 employees in just over a year, all 

because of THEM. You see, it is more than adorable that the company is growing like a sponge. As the 

company grows, you will, too – which is quite good news. 
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However, if you hear them say, “I had my first office in a garage and now look where I am now,” it 

means they most probably haven’t yet realized what one of their most crucial roles as an entrepreneur is – 

to value their subordinates and all the hard work they have done. 

 

They bad mouth other job seekers like you, or even their own subordinates. 

Saying things like, “You can’t even imagine the type of person I interviewed earlier today…” or “The 

Marketing Manager is going to have a loooot to explain about the situation she put me in!” is, and should 

always remain, a bad sign! 

A leader, who is meant to see the value in people, cannot analyze the behavior of others in front of a 

potential job candidate. Unless they are psychologists, they are not allowed to do that. This type of talk 

should alert you that, as talented and skilful you are, your manager might be talking about you next time. 

Their office says it all: Signs are everywhere. 

Some entrepreneurs are so good at their ‘social game,’ that you will never know who they really are and 

how they really treat their subordinates, until you pay attention to their office space. I think that the more 

lavish the office space is, the tougher the boss will be. 

Pay attention to details in the interior, such as too many photos of your future boss shaking hands with 

important people (politicians, writers etc.), or too many statues of things you can’t even name, or strange 

figures with clocks hanging from them, or a desk wide enough to fit your bathroom. If you have the 

feeling you are in a palace, rather than an office, then chances are that this boss tends to do things their 

way. 

Practice says it all: The déjà vu. 

If you feel like you’ve gone back in time when stepping into the office and their attitude resembles an ex-

boss, who you weren’t much fond of, then most probably you would be right in turning the offer down. I 

recently was at an interview, where the manager and the office space were so familiar to me that I was 

planning to run half-way through the interview. There is a small chance I might have been wrong but I 

decided I would pass, considering the fact that they even looked alike. 

Don’t forget to take this list with you on your next interview, just in case you forget any of the points. 

And, do make sure your future boss doesn’t see it, or you won’t have to make a decision at all! 
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OVERCOMING THE CONFIDENCE GAP FOR WOMEN 

JUNE 12, 2015  By Tony Schwartz for The New York Times 

 

 

Lynne Doughtie, the next chief executive of 

KPMG, one of the Big Four accounting firms.  

 When I met Lynne Doughtie this week, I was 

struck by how different it felt sitting with her than 

with any male chief executive I had met over the 

years. Six weeks ago, Ms. Doughtie was elected 

United States chairwoman and chief executive of 

KPMG. When she takes over the role on July 1, 

she will become the first woman to serve in both 

of those roles for a Big Four accounting firm. Cathy Engelbert was chosen as chief executive of Deloitte 

in February. 

In my short time with Ms. Doughtie, I found her to be warm, open, gracious and introspective – in short, 

qualities more traditionally associated with women. I felt relaxed, comfortable and unhurried talking with 

her, in part because she seemed more focused on having a conversation than on announcing or positioning 

herself. 

By making this observation, I’m reinforcing a stereotype about women — and by implication a parallel 

stereotype about men, and especially male leaders, as dominant, aggressive and certain. So be it. For all 

the exceptions, these stereotypes feel true more often than they do not. 

What seems undeniable is that we need more leaders who make people feel the way Ms. Doughtie made 

me feel. I say that for a simple reason. The better leaders make us feel – including about ourselves — the 

better we are likely to perform. 

In the most interesting research I have come across comparing male and female leaders, the consulting 

firm Zenger Folkman studied 16,000 of them – two-thirds men, one-third women – as well as their 

managers, subordinates and peers. 

Women rated better than men on 12 out of 16 competencies. These included “takes initiative,” “drives for 

results” and “stretches for results,” all traditional measures of effective leadership. They also included 

every one of the more human competencies — “practices self-development,” “develops others,” 

“motivates and inspires others,” “builds relationships” and “collaboration and teamwork.” These 

leadership qualities are more critical than ever in a highly networked, fast-moving, interdependent global 

economy. Traditionally, they have been valued far below more technical skills. 

“Women do tend to be collaborative, and that is important in a world and a work force that is changing so 

fast,” Ms. Doughtie told me. “The challenge in most organizations is to innovate and adapt. An autocratic 

style doesn’t serve that. You need different perspectives at the table from diverse backgrounds.” 

Interestingly, the female leaders in the Zenger Folkman study were rated about equal with the men when 

it came to solving problems and analyzing issues. The only competencies in which men rated higher than 
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women were technical expertise, innovation and a strategic perspective about the outside world and other 

groups. 

In another study, the organization Catalyst found that companies with the highest representation of 

women in top management consistently experienced better financial performance than the group of 

companies with the lowest. 

Despite such findings, the number of women in top leadership roles remains depressingly low and slow to 

change. Women make up more than half of the work force, but they still represent less than 5 percent of 

the chief executives of the largest companies, and about 15 percent of senior executives. 

Only two dozen presidents among the world’s 196 countries are women. Nearly 50 percent of those 

attending law school today are women, but only 20 percent of the partners at law firms are women. 

The most obvious obstacle to the rise of women in leadership roles is the degree to which male-dominated 

corporate cultures still reward long work hours. As Prof. Robin J. Ely of Harvard Business School and her 

colleagues reported recently, men often feel compelled to sacrifice their families to advance their careers, 

while many women feel that the cost to their families is too great to pay. Even when women choose to 

pursue their careers, organizations continue to devalue or undervalue the range of leadership skills they 

often bring to the table. 

In addition, as Sheryl Sandberg has pointed out, women often unwittingly undermine themselves. The 

event at which I met Ms. Doughtie this week was a conference on women’s leadership tied to a Ladies 

Professional Golf Association tournament, both sponsored by KPMG. Ms. Doughtie’s talk was a 

summary of the findings in a study that the firm commissioned about women’s attitudes toward 

leadership. 

Nearly two-thirds of the 3,000 professional and college-age women in the KPMG study expressed a 

desire to someday become senior leaders. Only 40 percent were consistently able to envision themselves 

as leaders. While men often overvalue their strengths, women too frequently undervalue theirs. Call it a 

continuing confidence gap. 

Eighty-six percent of the women surveyed were taught be “nice to others” growing up and to do well in 

school, but less than 50 percent were taught leadership lessons. Two-thirds said they were cautious about 

sharing their point of view at work or taking steps to become leaders. 

Ms. Doughtie’s early advantage was having a role model in her own mother, a successful businesswoman 

who ran a family trucking business, among others. “I had role models all along the way who gave me 

confidence,” she said. 

One was John Veihmeyer, KPMG’s global chairman, who grew up with five sisters, each of whom 

excelled academically and professionally. Mr. Veihmeyer pushed to name Ms. Doughtie the managing 

partner of KPMG’s United States advisory business 10 years ago, when others felt she was too young for 

such responsibility. 

Two-thirds of the women in the KPMG study felt they had learned their most important lessons about 

leadership from other women, and 82 percent of working women in the study believed that networking 

with female leaders would help them advance their careers. Even so, four out of five women did not feel 

comfortable asking for mentors. 
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Ms. Doughtie will now have an opportunity to influence substantially the culture of a company that 

employs thousands of young women (and men). One way is by constantly retelling her story and by 

building a network of mentors for young women, both to help them navigate their career paths and 

encourage them to believe more in themselves. 

Receiving praise from mentors and leaders, for example, was the single biggest factor influencing 

women’s perceptions of themselves in the study, more even than receiving raises and promotions. 

At a broader level, my hope is that Ms. Doughtie — and Ms. Engelbert, who is also the mother of two 

children — will draw on her experiences to create more humane, flexible and sustainable work 

environments in a profession long known for relentlessly brutal working hours. 
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WHY ARE WOMEN LEAVING THE TECH INDUSTRY IN DROVES? 

By Tracey Lien  |  February 22, 2015  |  Los Angeles Times   

 

Ana Redmond launched into a technology career for an exciting challenge and a chance to change the 

world. She was well-equipped to succeed too: An ambitious math and science wiz, she could code faster, 

with fewer errors, than anyone she knew. 

In 2011, after 15 years, she left before achieving a management position. 

Garann Means became a programmer for similar reasons. After 13 years, she quit too, citing a hostile and 

unwelcoming environment for women. 

Neither expects to ever go back. 

"There are a lot of things that piled up over the years," Means said. "I didn't know how to move forward. 

There was a lot I had to put up with in the culture of tech. It just didn't seem worth it." 

It's a really frustrating thing. The pipeline may not improve much unless women can look ahead and see 

it's a valuable investment. - Laura Sherbin, director of research at the Center for Talent Innovation 

That's a huge problem for the tech economy. According to the industry group Code.org, computing jobs 

will more than double by 2020, to 1.4 million. If women continue to leave the field, an already dire 

shortage of qualified tech workers will grow worse. Last summer, Google, Facebook, Apple and other big 

tech companies released figures showing that men outnumbered women 4 to 1 or more in their technical 

sectors. 

It's why the industry is so eager to hire women and minorities. For decades tech companies have relied on 

a workforce of whites and Asians, most of them men. 

Plenty of programs now encourage girls and minorities to embrace technology at a young age. But amid 

all the publicity for those efforts, one truth is little discussed: Qualified women are leaving the tech 

industry in droves. 

Women in tech say filling the pipeline of talent won't do much good if women keep quitting — it's like 

trying to fill a leaking bucket. 

"It's a really frustrating thing," said Laura Sherbin, director of research at the Center for Talent 

Innovation. "The pipeline may not improve much unless women can look ahead and see it's a valuable 

investment." 

A Harvard Business Review study from 2008 found that as many as 50% of women working in science, 

engineering and technology will, over time, leave because of hostile work environments. 

The reasons are varied. According to the Harvard study, they include a "hostile" male culture, a sense of 

isolation and lack of a clear career path. An updated study in 2014 found the reasons hadn't significantly 

changed. 

http://www.betheultimateasstant.com/


© 2018 Bonnie Low-Kramen. All rights reserved.  | www.betheultimateasstant.com  | Resources & Articles Page 32 

Most women in the Harvard study said the attitudes holding them back are subtle, and hence more 

difficult to challenge. 

Redmond, now 40, didn't want to leave her tech career. But she felt stuck, with no way to advance. She 

said male co-workers seemed to oppose her. "It was like they were trying to push me out at every stage," 

she said. 

She had built a prototype for a travel website, she said, a feature to auto-suggest cities and airports based 

on the first three letters typed into the search field, fixing a long-standing problem. 

Her male bosses told her she'd built it without permission. Then they said only architects within the 

company could pitch features — and all the architects were male. In the end, the project was handed to 

someone else, and she was assigned to less interesting tasks. 

"They just kept asking me to prove myself over and over again," she said. 

As an isolated incident, Redmond wouldn't have thought much of it. But she noticed a pattern. She said 

she was often passed up for no apparent reason, and her projects were frequently taken away or dismissed. 

Tracy Chou, 27, a well-known engineer at Pinterest, said she was once bypassed at a previous start-up 

because her boss thought a new male hire was more qualified. When Chou pressed for an explanation, she 

recalled him saying: "It's just this feeling I have that this person will be able to get stuff done faster than 

you." 

"The continuous pattern of all these people treating me like I didn't know what was going on, or excluding 

me from conversations and not trusting my assertions, all these things added up and it felt like there was 

an undercurrent of sexism," she said. 

That's one difficulty in tackling the problem, said Alaina Percival of Women Who Code, a group that 

aims to attract more women to the tech industry. 

"They're [things that are] so small you'd never even complain about them," Percival said. "But they 

happen day after day. They're the kind of things that separate and exclude you from the team and make 

you say, 'Hey, is this the right career path for me?'" 

It's not just employees. Female tech entrepreneurs face similar frictions. 

Wayne Sutton, a partner at BuildUp, a start-up that seeks out companies founded by women and 

minorities, says he often sees women treated unfairly. He recently watched a woman introduce herself to a 

venture capitalist only to be told that she should get a job instead of starting her own business "because 

you're not going to make it here." 

"Situations like that can really hurt the confidence of any entrepreneur," Sutton said. "Some people will 

argue if you're going to be an A+ entrepreneur, you're not going to let it bother you. But it's really 

unnecessary behavior." 

So far, no company has found a solution for retaining women. 
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Google, whose engineering workforce is only 17% female, introduced a training program in 2013 that 

aims to fight cultural biases. Employees play word association games, and are often surprised by how 

quickly they link engineering and coding professions with men, and less technical jobs with women. 

Pinterest's technical team is 21% female. It created an engineering promotion committee to ensure no one 

is overlooked. Gender, race, ethnicity and the like aren't given special priority, but the committee is 

charged with making sure those issues don't get in the way of advancement. The company also has a 

recruiter whose focus is diversity. 

Facebook, with a technical workforce that is 15% female, gathers its female employees from around the 

world for a leadership day filled with talks, workshops and support. Women also organize themselves into 

Facebook groups to share knowledge and experiences. The company also offers special benefits like four 

months of paid maternity and paternity leave, and free classes for women on returning to the workplace. 

Apple's global engineering workforce is 20% female. The company did not respond to requests for 

comment. 

Sensitivity training, mentoring, instruction in negotiating tactics and other "incremental" measures won't 

boost the numbers, said Joan C. Williams, law professor at UC Hastings College of the Law and coauthor 

of "What Works for Women: Four Patterns Working Women Need to Know." 

Companies need to research the biases that prevent women from getting ahead, she said, and then devise 

"interrupters." Instead of single training sessions, companies need to make systemic changes, she said. 

One example: Google's own data showed women were promoted less often than men because workers 

need to nominate themselves. Women who did so got pushback. Based on her studies, Williams found 

that women are rewarded for modesty and penalized for what men might see as "aggressive" behavior. 

Google began including female leaders at workshops to coach everyone — men and women — on how to 

promote themselves effectively. The gender difference among nominees disappeared, Williams said. 

 
 

Female directors scarce at Hollywood's major studios  

Although high-profile women such as Yahoo's Marissa Mayer, Hewlett-Packard's Meg Whitman and 

IBM's Ginni Rometty mark glass-ceiling victories for women, most tech companies are headed by men. 

And simply having a female CEO does not in itself solve the problem. Men are crucial for creating an 

environment where women thrive, said Scarlett Sieber, 27, vice president of operations at tech company 

Infomous. 
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"Men need to be the ones that are advocating and pushing for women to rise up, and not just rely on the 

1% of women who are already at the top to do it," Sieber said. 

Sieber says the entire industry needs to do what it's so good at: cause disruption. 

Until then, women like Redmond and Means will keep leaving. Redmond now runs her own business 

making educational apps for children, while Means, 36, has moved to Rome to work on a novel and figure 

out what she'll do next. 

When asked what it would take to bring her back to the tech industry, Means laughs and says, 

"Everything." Then, "The main thing would be professionalism. Just being able to treat each other with 

respect would be huge."    

tracey.lien@latimes.com  @traceylien 
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ONE WOMAN'S ADVICE TO ANOTHER:  

IT'S ALWAYS TIME TO SPEAK YOUR MIND 

 

Wharton School of Business  

April 20, 2011 

Less than 100 years ago, in 1920, the 19th Amendment to the United States Constitution gave women the 

right to vote. It would take several more decades for women to find their way into corporate America. 

Today, not only do women have a seat at the conference room table, but some sit at the head. Women 

have also caught up in terms of education: For every two men who received a college degree in 2010, 

three women achieved the same milestone. 

Yet these "gains in education and labor force involvement have not yet translated into wage and income 

equity," a report from the White House Council on Women and Girls said in March. "At all levels of 

education, women earned about 75% of what their male counterparts earned in 2009." In addition, in the 

corporate world, most women are still not rising all the way to the top. According to a recent study from 

Catalyst, a New York-based nonprofit that works to promote opportunities for women in business, only 

2.2% of Fortune 500 CEOs are women, and women make up less than 15% of corporate officers. 

"What's holding us back?" asked a speaker at the recent Wharton Women in Business Alumnae 

Conference 2011. "The opportunity is there." 

The answer -- or at least part of it, according to several speakers at the conference -- is that women often 

don't get what they want because they simply don't ask for it. Studies reveal that women don't negotiate 

for salaries as often as their male counterparts, they don't network as effectively and they aren't as skilled 

in finding or using the essential relationships that would help them successfully climb the corporate 

ladder. In short, despite more than a century of speaking out, many women in business today still haven't 

learned to speak up. 

"Women don't ask," stated Priya G. Trauber, a keynote presenter at the conference, who touched off a 

day-long discussion about how women could better make their voices heard. "We don't ask people to 

cultivate us and we don't make ourselves available to be cultivated." Trauber's views come from her work 

as an executive director at Morgan Stanley, where she is responsible for the bank's strategy to attract, 

retain and develop women throughout all areas of the company. "We have to recognize what our male 

counterparts have known for years -- that relationships matter, asking matters, and you have to make 

people see you." 

Trauber cited some studies that shed light on the possible reasons for the disparities. Linda 

Babcock, who co-authored a book with Sara Laschever called WOMEN DON'T ASK, did a study of 

starting salaries of men and women coming out of graduate school programs. She found that male 

students earned about $4,000, or 7.6%, more than the average woman. "But when she dug deeper 

to figure out why this was happening, it was because only 7% of female students had negotiated a 

salary, whereas 57% of men had negotiated a salary," Trauber said. 
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The book concluded that girls are taught to be others-focused, that women settle for the salary they 

need rather than fighting for the amount that they are worth, and that women often struggle 

between being too assertive and not being assertive enough. The book also said that women don't 

ask for what they want or feel they deserve because they are fearful they won't be liked, whereas 

men perceive asking as a fun and exciting game of strategy with little downside. 

Getting Connected 

Women's failure to speak up also appears in "The Sponsor Effect: Breaking Through the Last Glass 

Ceiling," a HARVARD BUSINESS REVIEW research report that focused on the disparities between men and 

women in terms of sponsorship in the corporate world. The study found that men were 46% more likely to 

have a sponsor than women. 

In fact, many women don't even know what sponsorship is or why it is important. A sponsor, Trauber 

noted, is a senior person who actively advocates on another's behalf and helps the person advance his or 

her career. A sponsor may connect the person to senior leaders in the company, promote the person's 

visibility, give advice on career moves or appearance and help the person find career opportunities either 

within or outside the company. 

A sponsor differs from a mentor, who is more of a confidante who can help with career difficulties and 

challenges, Trauber said. "A mentor is someone who advises and helps you think through issues, 

problems, the good and the bad. A sponsor is someone who helps you get paid, gets you promoted, gets 

you hired -- they're in the room when the decisions are being made." 

Sponsorship impacts career growth and advancement, the study found. When asked whether they were 

satisfied with their rate of career advancement, 70% of men and 68% of women who had sponsors said 

they were, compared with 57% of both men and women who didn't have sponsors. Men and women with 

sponsors were also more likely to ask for stretch assignments and were more likely to ask for a raise than 

those without sponsors. 

Having a sponsor helped Mary Tung advance her career at aerospace giant Lockheed Martin. "The self-

promotion part is a challenge for me," Tung, a deputy director of corporate international business 

development for the Asia Pacific region, acknowledged during a panel discussion. "I have done well in 

my career because I've always had a boss who was much more vocal than I and who would say that if I 

worked hard, [he or she] would advocate for me." 

Yet she didn't always realize when that was happening. After one grueling round of buyouts and 

reductions, one of the vice presidents of the company asked her who her sponsor was. "I said, 'I don't 

know,'" she recalled. "He looked at me and said, 'Well, I'll tell you this, Mary. If you didn't have one, you 

wouldn't be sitting here right now.'" She eventually figured out who her sponsor was and has since learned 

to be more aware of such relationships. "Make sure that people know what you're doing," she advised the 

audience. "The key to success is not 'what you know' or 'who you know;' it's 'who knows what you 

know.'" 

Despite the importance of sponsors, however, many women do not intentionally cultivate them, the 

"Sponsorship" study found. Women still need "an invitation to the party." Women also don't network as 

aggressively or use their relationships as effectively as men do. "Women network for social purposes, 
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whereas men network to compete and win," Trauber summarized. "In order to gain sponsors, you have to 

network, and you have to network with a purpose." 

Joanna Chang has noticed the difference between men's and women's networking styles in her work at 

Lancor, an executive search firm in San Francisco. "Men, I've observed, will hunt me down. They will 

call and call and email; they will find all kinds of excuses," said Chang, a conference panelist. "It's much 

harder work for me to reach a woman. She's not as proactive in contacting me. Men network for 

transaction reasons. They don't need to be BFFs [Best Friends Forever]." 

The HARVARD BUSINESS REVIEW study also found that women who have sponsors don't always know 

how to use them most effectively. Trauber herself discovered this to be the case in her relationship with 

her sponsor, a vice president of the firm. She would meet with him quarterly, showing him Power Point 

presentations that bulleted all the good work she had done in the past few months. After their third 

meeting, he asked her bluntly, "'Why are you here? When you come to my office, you need to have 

something that you're asking me for. I don't want to have to figure out what you want me to do,'" Trauber 

recalled. "I learned that I needed to make that relationship matter, and it was up to me to manage the 

relationship, not up to him." 

Learning How to Ask 

The reluctance to speak up extends beyond sponsorship to all types of career development, observed 

panelist Kelly P. Finch, a market manager and executive vice president at PNC Bank in Philadelphia. A 

self-described "corporate diva," a persona she created early in her career to help give herself a voice, 

Finch now tries to both sponsor and mentor younger women. 

"What I experience a lot is that women just don't ask for what they want," she said. "They don't actually 

come out and say, 'I'd like to be on a for-profit board. How do I make that happen?' [They don't] share that 

with people in their environment, whether it's in their own organization or among their contacts, and say, 

'This is something that I'm trying to achieve.' They want it but, for some reason, they hesitate to ask. I 

think just making that one small change could have a pretty dramatic impact." 

Learning how to "ask" reflects a larger issue of finding a voice and not being afraid to use it in the 

business world, noted Chang. "If you don't speak, you will not exist. It really is that simple.... Let's say 

you're working from home, and you're on a conference call and there are 20 people on the line. If you 

don't figure out how to get your voice heard in some capacity, by either forcing yourself to ask a question, 

making a comment or just saying, 'Yes, I got it,' then everyone is going to forget that you were on the 

conference call.... So the [answer to the] question of whether or not we have a voice is, yes we do -- but 

we have to proactively use it." 

Speaking up doesn't need to be obnoxious or aggressive. Tung said that even people who are reserved can 

play an important role by finding a voice. She learned that if she couldn't add to the conversation during a 

meeting, she would take notes and keep track of all the main points being discussed. "Then, at the end, I 

would interject and say, 'Can I recap? Can I summarize?' You would be surprised how many people don't 

have that consolidated list. All of a sudden you have just added significant value to that meeting." 

Sometimes it is possible to add value to a conversation by acknowledging a person's point, offering a 

counterpoint or simply saying, "'Yes, I agree,'" pointed out Finch. "I used to be the person who would sit 

in the meeting, be part of the team and be so focused on: 'Is this team getting to the goal?' that if we were 
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moving towards the goal in a way I thought was acceptable, I felt like I didn't have to say anything," she 

stated. Then "my boss said to me many years ago -- and I thank him for this -- 'The reason I hired you is 

because I like the way you think. But if you don't share your thinking, you're not doing your job.'" 

Finch acknowledges that "many times it feels like a risk to speak up," but she no longer worries about 

that. "One day," she said, "I woke up and realized that the risk of me not speaking was far greater than the 

risk of saying what I thought." 

 

 

 

http://www.betheultimateasstant.com/


© 2018 Bonnie Low-Kramen. All rights reserved.  | www.betheultimateasstant.com  | Resources & Articles Page 39 

SPEAKING WHILE FEMALE: SHERYL SANDBERG AND ADAM GRANT ON 

WHY WOMEN STAY QUIET AT WORK 

By SHERYL SANDBERG and ADAM GRANT JAN. 12, 2015 

Years ago, while producing the hit TV series “The Shield,” Glen Mazzara noticed that two young female 

writers were quiet during story meetings. He pulled them aside and encouraged them to speak up more. 

“Watch what happens when we do, they replied. 

Almost every time they started to speak, they were interrupted or shot down before finishing their pitch. 

When one had a good idea, a male writer would jump in and run with it before she could complete her 

thought. 

Sadly, their experience is not unusual. 

We’ve both seen it happen again and again. When a woman speaks in a professional setting, she walks a 

tightrope. Either she’s barely heard or she’s judged as too aggressive. When a man says virtually the same 

thing, heads nod in appreciation for his fine idea. As a result, women often decide that saying less is more. 

Some new studies support our observations. A study by a Yale psychologist, Victoria L. Brescoll, found 

that male senators with more power (as measured by tenure, leadership positions and track record of 

legislation passed) spoke more on the Senate floor than their junior colleagues. But for female senators, 

power was not linked to significantly more speaking time. 

Suspecting that powerful women stayed quiet because they feared a backlash, Professor Brescoll looked 

deeper. She asked professional men and women to evaluate the competence of chief executives who 

voiced their opinions more or less frequently. Male executives who spoke more often than their peers 

were rewarded with 10 percent higher ratings of competence. When female executives spoke more than 

their peers, both men and women punished them with 14 percent lower ratings. As this and other research 

shows, women who worry that talking “too much” will cause them to be disliked are not paranoid; they 

are often right. 

One of us, Adam, was dismayed to find similar patterns when studying a health care company and 

advising an international bank. When male employees contributed ideas that brought in new revenue, they 

got significantly higher performance evaluations. But female employees who spoke up with equally 

valuable ideas did not improve their managers’ perception of their performance. Also, the more the men 

spoke up, the more helpful their managers believed them to be. But when women spoke up more, there 

was no increase in their perceived helpfulness. 

This speaking-up double bind harms organizations by depriving them of valuable ideas. A University of 

Texas researcher, Ethan Burris, conducted an experiment in which he asked teams to make strategic 

decisions for a bookstore. He randomly informed one member that the bookstore’s inventory system was 

flawed and gave that person data about a better approach. In subsequent analyses, he found that when 

women challenged the old system and suggested a new one, team leaders viewed them as less loyal and 

were less likely to act on their suggestions. Even when all team members were informed that one member 

possessed unique information that would benefit the group, suggestions from women with inside 

knowledge were discounted. 
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Obviously, businesses need to find ways to interrupt this gender bias. Just as orchestras that use blind 

auditions increase the number of women who are selected, organizations can increase women’s 

contributions by adopting practices that focus less on the speaker and more on the idea. For example, in 

innovation tournaments, employees submit suggestions and solutions to problems anonymously. Experts 

evaluate the proposals, give feedback to all participants and then implement the best plans. 

Since most work cannot be done anonymously, leaders must also take steps to encourage women to speak 

and be heard. At “The Shield,” Mr. Mazzara, the show runner, found a clever way to change the dynamics 

that were holding those two female employees back. He announced to the writers that he was instituting a 

no-interruption rule while anyone — male or female — was pitching. It worked, and he later observed 

that it made the entire team more effective. 

The long-term solution to the double bind of speaking while female is to increase the number of women 

in leadership roles. (As we noted in our previous article, research shows that when it comes to leadership 

skills, although men are more confident, women are more competent.) As more women enter the upper 

echelons of organizations, people become more accustomed to women’s contributing and leading. 

Professor Burris and his colleagues studied a credit union where women made up 74 percent of 

supervisors and 84 percent of front-line employees. Sure enough, when women spoke up there, they were 

more likely to be heard than men. When President Obama held his last news conference of 2014, he called 

on eight reporters — all women. It made headlines worldwide. Had a politician given only men a chance 

to ask questions, it would not have been news; it would have been a regular day. 

As 2015 starts, we wonder what would happen if we all held Obama-style meetings, offering women the 

floor whenever possible. Doing this for even a day or two might be a powerful bias interrupter, 

demonstrating to our teams and colleagues that speaking while female is still quite difficult. We’re going 

to try it to see what we learn. We hope you will, too — and then share your experiences with us all on 

Facebook or in the comments section. 
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WHY TRAINING YOUR ADMIN STAFF WILL BOOST YOUR PROFITS AND 

IMPROVE PRODUCTIVITY 

By Bonnie Low-Kramen for SmartCEO Magazine  |  May 18, 2015 

Administrative staff are a company’s biggest and potentially most powerful natural resource — they are 

the backbones of their companies and every manager’s right arm. But here’s the bad news: Historically, 

they are also the most misused and undertrained members of the team. 

In 2015, most of the nation’s 4.1 million admins are still self-taught regarding everything about their jobs.  

They have succeeded in their roles in spite of the lack of support and training. Traditionally, they have not 

been included in Continued Professional Development (CPD) budgets. 

As the Harvard Business Review has pointed out: “Everyone says that learning is essential for companies’ 

success — and for your own. And yet, on a daily basis, who cares for your learning? No one. People care 

about what you have learned. They care about your results. Learning is great as long as you do it quietly, 

in your own time.” 

And on your own dime, I might add. 

Even though training for admins has the potential to boost company profits, improve employee 

productivity and build more powerful relationships between managers and assistants, it is still a fairly new 

idea in the 2015 workplace. Most often, the reasoning is that admins don’t have an impact on income 

generation, and therefore the ROI cannot be quantified. 

The first time I knew that training was an issue among admins was during the Q&A after a presentation in 

2006 at a big pharma company. A woman stood up in front of 200 fellow admins and said, “First, I want 

to thank you for coming because it was really great. Second, I have been at this company for 30 years and 

this is the first time there has ever been any program for the administrative staff.” The look on her face 

and the silence in the room that followed has never left me. 

Too much work, too little training 

Admins are increasingly drowning in demanding work delegated by multiple managers, and they are 

starving for training to help them keep up with the demands. This status quo is not sustainable and must 

change if companies are to stay competitive and relevant in our volatile and complicated workplace. 

In recent years, executive assistants have begun to take the initiative and seek out quality training. This 

has led to “first-time” training just in the last two years in some of our country’s largest and most 

prestigious companies. 

When I train executive and personal assistants, I see the visible transformation that happens with just a 

day-long workshop designed specifically for the admin staff. Customized education is like rocket fuel for 

the admins, and trust me, a little goes a very long way. 

I see that assistants are quitting their jobs in search of companies that will offer them the opportunity to 

learn and grow and stay relevant. Assistants instinctively know that they need both soft-skills and hard-

skills training to keep their skills up to speed — and they need it now. 
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Why train admins now? 

In the aftermath of the financial crisis of 2008, when the workplace was thrown into turmoil, the role of 

admins has changed dramatically. Many are now functioning in part as project managers and have been 

given a higher level of responsibility, requiring training that was not as critically needed before, according 

to a recent OfficeTeam report. 

What’s more, support for training is a major factor in job satisfaction and employee retention among 

administrative staff (and all staff for that matter). It is even more important than a salary increase because 

there are many out-of-work admins struggling to find jobs with their out-of-date skills. This is why 

professional development is not an option anymore for companies that need their backbone to be strong 

and adaptable in the marketplace. 

But the benefits of providing professional development opportunities for the admin team go far beyond 

the actual knowledge that the staff gains. Your staff will feel a sense of ownership in your company and a 

feeling of loyalty, since leaders are demonstrating belief in their talents and respect for their value. This 

feeling of respect is the antithesis to feeling like a number and that you are “a dime a dozen” or worse, 

“just an admin.” On top of all that, the most important benefit of providing training is self-confidence and 

self-esteem, whose ROI will be self-evident. 

3 ways to invest in your admins 

1. Invest in training. Invest in ongoing in-house classes and workshops designed specifically for the 

admin staff, in both soft skills (leadership and communication) and hard skills (technology). It is 

smart to include all admins in these trainings. Schedule trainings on a day when most of the 

executives are off-site. Split the group in two so you don’t have everyone away from their desks at 

once. Keep in mind that your receptionists may be your future EAs with some support and 

training. 

2. Support attendance at training events. Support and fund the administrative staff to attend at 

least one professional meeting or conference per year. After their participation, ask for a short 

presentation to the staff about the conference and what was learned. 

 

3. Promote networking. Provide regular opportunities for networking and the sharing of valuable 

information among the administrative staff. These networking opportunities are referred to as 

Internal Assistant Networks, and they are proliferating in 2015. They are very effective in 

breaking down silo mentality. Supply the space and the food. Monthly Lunch & Learns are one 

example of this kind of  

low-cost programming. 

While compensation has always been an excellent incentive for employee retention, the number one 

motivator for admins costs nothing. It is respect. If you doubt this, just ask them and give them license to 

be candid without repercussion. Training is one of the strongest demonstrations of respect. 

The most profoundly meaningful and long-lasting investment you can make in your staff is to believe in 

them enough, trust them enough and support them to learn. Knowledge is power, and it is also a 

bottomless source of loyalty, commitment and profits. Isn’t the backbone of your company worth that? 
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Other ways to promote learning  

• Online webinars specific to admins 

• Administrative Professionals Week Special Event (April) acknowledging and celebrating the 

admin staff 

• Guest trainers (to teach soft skills of leadership, communication, team building) who are brought 

into the company and can be video-conferenced to other cities/countries and recorded for future 

viewing 

• Subscriptions to relevant magazines, newsletters, etc. 

• Support to join and participate in professional organizations (IAAP, CSESP, EAO) 

• Support to join and participate in professional admin LinkedIn discussion groups 

 

Bonnie Low-Kramen is a workplace leadership expert and international trainer and speaker. She served 

as Olympia Dukakis’s executive and personal assistant for 25 years. Through Ultimate Assistant, LLC, 

she is now dedicated to opening the lines of communication between executives and their assistants in 

every organization. Her purpose is to educate executives on how to leverage this powerful relationship, 

and empower assistants around the world to find their voice, and communicate with intention, confidence, 

and honesty. Sign her SpeakUp Pledge at www.speakuppledge.com, and follow her on Twitter 

@BonnieLowKramen. 
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