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One of the most critical functions of an executive
assistant is managing their oss's

schedule and calendar. A standard operating
orocedure should outline the steps for
scheduling appointments, meetings, and events,
including communication protocols
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ne Poss and external stakeholders. It should also

include guidelines for managing
conflicts and rescheduling, and how to maintain an
organized and up-to-date calendar.
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STEP 1

Open the boss’s calendar application and review their
current schedule.

STEP 2

Determine the best time slots for new appointments
or meetings based on the
boss’s availability and priorities.

STEP 3

Send an email or make a call to the external
stakeholder to schedule the
appointment or meeting.

STEP 4

Confirm the appointment or meeting details with the
stakeholder, including date,
time, location, and agenda.

STEP 5

Add the appointment or meeting to the boss’s
calendar with all relevant details,
including location, notes, and attendees.
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STEP 6

Send a calendar invitation to all attendees, including
the boss, with all relevant Details.

STEP 7

Monitor the boss’s calendar reqgularly to ensure it
remains up-to-date and Accurate.

STEP 8

If conflicts arise, contact all involved parties to
reschedule the appointment or meeting at a mutually
agreeable time.

STEP 9

Send reminder emails or messages to the boss and
attendees as necessary to ensure everyone is
prepared and informed about upcoming
appointments and meetings.
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Samples:

Appointment Request Email

New message —_— . X
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Appointment
Confirmation Email

New message —_— ' X
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CALENDAR

. SCAN CALENDAR

BOOK A STRATEGY CALL
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