
PAs and Secretaries 
ANNUAL SUMMIT
“Be empowered to thrive in life and in business” 

Venue:      

 

Holiday Inn, Sandton  
Address:    

 

123 Rivonia Road, Sandton, 2148
Johannesburg, South Africa 

 
Your Investment:  R6,950 excl VAT  
Dates:  28 – 30 August 2019 

Telephone: +27 (011) 3670635 
Email: events@vumiliaafrica.co.za 
Website: www.vumiliaafrica.co.za

Register Today+O
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Who Should Attend? 
Administrative Secretary 
Administrative Services Manager 
Admin Coordinator 
Admin Manager 
Administrative Officer 
Administrative Supervisor 
Office Administrators 
Office Assistants 
Secretary 
Executive secretary 
Senior administrative assistant 
Senior executive assistant 
Receptionists 
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What Makes Our Summit Unique?  

-  Enriching power talks 
-  Empowering Activities 
-  Powerful Networking opportunities 
-  Raising your career marketability
-  Building the leader in you
-  Shifting you from work into detox mode.
-  Pampering the body while feeding the mind  

We bring you a 3  day program that will transform your life forever. This is aimed at  making 
you realise the leader in you, help you dream more, do more and become  more. It will shift 
your mind to start building what can be not focus on what already is.  It is time for a shift in 
every facet of life. You will go levels up from where you are  showering you in the realm of 
possibility with the tools and tips you will be given. Your  confidence will be boosted, your 
capacity enlarged, your thoughts challenged, and  your capabilities strengthened. Prepare 
to be inspired. 

3 Day Course Outline  

Executive secretaries   and administrative 
professionals of the 21st Century require  
knowledge, skills and abilities that are 
closely aligned to many of those of their  
executive bosses. 

They are required to have problem 
solving abilities and the initiative  to think 
on their feet while juggling many balls all 
at the same time and without  dropping 
any! 

The Professional Skills for Executive 
Secretaries and PA’s workshop will  
strengthen your current skills with a 
powerful, direct approach to ensure the 
achieving  of personal effectiveness in 
the business environment. 
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Personality profiling and motivation 
∙  Learn about your personality type and how it affects your effectiveness and interaction 

with others.  
∙  Get guidance and tips on how to stay motivated, energised .  
∙  Know the different personalities in the workplace and how to deal with them.   

 
PR, Social Media and Networking 

∙  Your network is your net worth. Develop the skills necessary to thrive in your career.   
∙  Understand the how, why and when to network.  
∙  Get tips on how to stay relevant and a cut above the rest.  
∙  Learn the ins and outs of social media etiquette. 

 
Interpersonal leadership skills 

∙  If you want to rise as a personal assistant to take up other roles in the company or you 
simply want to be more relevant while you serve where you are . 

∙  Lean how to master your leadership skills to thrive in competitive environment.  
∙  Learn about your leadership style and how to be a situational leader.  Become a leader 

with results.  
 
Basic Project Management 

∙  In business you will handle a number of projects. You will interface with several 
departments with the many projects they run.  

∙  Understand what makes a project successful so that you can either run a project or 
assist those running projects effectively.  

 
Basic Finance 

∙  To succeed in your career, you have to understand the laws of money.  
∙  Learn how money moves in the organisation and how to use basic financial principles 

to become effective in business and personal life.  

Day 1
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Day 2
Stress Management and Emotional Resilience 

∙  We live and work in very stress-filled and emotionally charged environments. We meet 
different people who may also be stressed in their own lives.  

∙  Understand how to handle emotions, deal with difficult people as well as how to live a 
stress-free life.  

 
Critical Thinking and Decision Making 

∙  As a PA there is an expectation that you will make certain decisions. In order to do that 
effectively you need to sharpen your critical thinking skills.  

∙  Know the steps one should take to arrive at a sound decision. 
∙  Apply principles of sound judgement and critical thinking to daily situations.   

 
 
Conflict Management and Resolution 

∙  Conflict is the order of the day. We face conflict internally as well as in our interactions 
with others.  

∙  When conflict arises, ones should know how to address it. One should understand how 
to handle charged situations and different expectations in the workplace.  

∙  You will be equipped to be proactive so as to reduce unnecessary conflicts.  
 
Communication Skills 

∙  Communication is the pillar of organisational success. It has evolved over the years 
owing to the advent of technology.  

∙  Learn the best principles for effective communication in the workplace.  
∙  Understand how to use conflict to better relations with co-workers and superiors.  

 
Executive Presentation Skills 

∙  In your career you will have to develop confidence to stand before a panel and 
present your ideas. Master the art of public speaking.  

∙  Learn from speaking professionals o  n how to overcome fear, structure your ideas for 
impact as well as delivering your presentations.  
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Day 3

Time and Event Management 
∙  As PAs, you are pressed for time all the time in the office. Learn how to cope under 

pressure of work and minimal time.  
∙  Understand how to plan and organise yourself and not agonize.  
∙  Get tips on arrange board meetings, executive meetings among other events.  
∙  Get templates and checklists to make you effective.  

 
From Personal Assistant to Executive Assistant 

∙  It is time to start thinking about the next level in your career. You are probably tired of 
being a PA and would like to know how to make that transition. While it sounds hard it 
is not impossible.  

∙  Understand the building blocks necessary to rise to the p innacle of your career.  
∙  Be equipped to make strides upwards and position yourself for promotion.  

 
Professionalism in Workplace 

∙  Learn how to conduct yourself in a professional manner in the workplace.  
∙  Understand the art of presenting yourself with confid ence, dressing for impact, 

etiquette that makes your personality hard to forget and building of an ambience in 
the office that makes it a place you want to go to everyday.  

∙  Understand grooming principles.   
Activities, Goodie-Bags, Personal Grooming & Pampering

∙  In addition to the topics above, there will be pampering of all delegates by seasoned
masseuse that will be available to attend to everyone in attendance. In addition, we 
are preparing goodies that we know you will love to have.  

∙  Our goodie bag is something you will love and look back at to know that you are 
appreciated and celebrated.  

Sight Seeing - Optional 
∙  For delegates coming from outside Johannesburg, there will be an optional sight -

seeing around Gauteng’s major attractions.  
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SPEAKER PROFILES

Rabison Shumba is renowned international speaker, trainer as well as 
entrepreneur.  He is an author of motivational books as well as strategy/business 
consultant. He has  spoken at many international platforms and conferences 
(including TEDx). He has  spoken in USA, United Kingdom, Norway, Denmark, all 
over Africa. He is co-author of  “101 Great ways to enhance your career” 
alongside Brian Tracy and others. His  writings have been featured in 
Performance 360 Magazine in USA alongside US  President Donald Trump, the 
late Zig Ziglar, Stephen Covey among others. 

In  addition, he is an executive coach with a business leadership track record 
spanning  over 24 years in various blue chip organisations. He is an alumnus of 
USA  International Exchange Program (Young African Leaders Initiative). Rabison 
has  received Top 100 influencers’ Awards for thought leadership on over six 
different lists  globally (Zimbabwe, UK, USA). 

He is founder and Group CEO of Vumilia Africa Group  (a diversified pan-African 
business with headquarters in Johannesburg). He also sits  on the boards of 
Greatness Factory Trust (a coaching and leadership organisation),  Touching 
Lives Africa Foundation (a non-profit organization) and is board chairman  of the 
Zimbabwe Achievers Awards (ZAA) in South Africa. 

Rabison is a member of  number of professional bodies including Project 
Management Institute (PMI), Public  Speakers Association (PSA), Institute of Risk 
Management in South Africa (IRMSA)  among others. He is a business school 
lecturer and external examiner for some  universities. 

He is a holder of Bachelor of Business Leadership (UK), Master of Business  
Administration (UK) and is studying towards a PhD in Business Leadership. His 
areas of expertise and interest include strategy, corporate governance and 
leadership 
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SPEAKER PROFILES

Dr Leticia Kuda Mupawose is an entrepreneur, cosmetologist, mother and 
successful  businesswoman. Kuda owns and manages Curtley's Day Spa and Salon 
in Harare  and ran Inner Sanctum Day Spa and Salon in Sandton and Fourways, in  
Johannesburg South Africa. Kuda opened the first hair clinic in Harare and later 
opened another one in Fourways, Johannesburg in 2017. She is alumnus of USA 
programs AWEP (African Women Entrepreneur Program) & Women Entrepreneur - 
Finance Multipliers.

Kuda developed  Feso a revolutionary African hair growth product and has been in 
clinical testing  since 2012 and packaged for commercial in January 2015. Feso has 
achieved  superb results for the many women & men that are using it within a short 
time. She  was awarded the most improved SME in 1995 by Hivos/Barclays Small 
Business Unit.  Kuda opened four other salons in Zimbabwe plus the first all in one Spa 
place in 2003  in Belgravia in Harare. 

She was invited to South Africa to do Parliamentarians hair in  2002 which led to her 
opening businesses in South Africa. In 2010 Her Day Spa in  South Africa was named 
as the best in Gauteng by the Who's Who of Africa Forum.  Status Magazine, The 
Jozi, True Love, Intem, Cosmopolitan, and Top Billing  magazines voted the Spa the 
place to be in Gauteng [2007-2011]. 

Kuda became a  celebrity hair dresser and started the makeover program in True 
Love with the then  Beauty Editor for True Love, Ayanda Bhikitsha [2007-2011]. She is 
a Trichologist  [medical arm for scalp and hair disorders], pharmacology graduate 
from Michigan  State University and Dudley Cosmetology University in North Carolina 
(USA) with  extensive knowledge on the science behind good looks. 

She later embarked on a  Diploma with London Chamber of Commerce & Industries 
(LCCI) and graduated  with a diploma in Marketing, Sales and Public Relations. She 
also holds an IMM  Diploma from UNISA (SA) and an MBA for Entrepreneurial 
Development from Wits,  SA. She is a recipient of Zimbabwe National Chamber of 
Commerce [ZNCC] “Best Service Award" 2014. 
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SPEAKER PROFILES

Mavis Ureke is an International Human Behaviour Specialist, multiple award 
winning Global Trainingand Development Leader, author of several books 
including: Self-Leadership, Navigating The Rapids and Waves of Life: 10 Lessons 
to Managing Emotions for Success; Managing Emotions for Financial Freedom 
and others. She is the cofounder of Training B2B CC, a leading provider of 
emotional intelligence training. 

She is a frequent speaker/trainer/facilitator and keynote speaker at public and 
private engagements. Mavis is a media personality, with regular appearances 
on TV, radio and press. She is a John Maxwell Certified Leadership Coach, 
Teacher and Speaker, an affiliate member of the Institute of Coaching 
Professional Association at McLean Hospital, a Harvard Medical School affiliate, 
Certified Personal Strength Facilitator, a Certified Master Trainer Emotional 
Intelligence HumaNext, 6Seconds and TalentSmart. 

Certified Fatigue Management Circadian and META Health Practitioner. She has 
extensive experience in Emotional Intelligence Coaching & Training, Fatigue 
Management Training, Employee Wellness, Critical Conversations, Creative & 
Innovation, Have a Nice Conflict, Critical Thinking, Change Management, & 
Leadership Development, Peer Education Training, Managing Emotions for 
Financial Freedom, Setting Boundaries, Teaching with Emotional Intelligence, 
Stress Management, Anger Management, Presentation Skills, Creativity and 
Innovation, Diversity and Inclusion and Managing Emotions for Success in the 
Workplace: Strategies for Success among other human factor programmes. 
Have trained across Africa, South Africa, Namibia, Botswana, Uganda, 
Zimbabwe, across board from lower level employees to board level. 

She is a Doctoral Student: Psychology in Leadership (William James College, US) 
and holds a Masters in Human Resource and Development (ISS Netherlands).


