10 Time-Saving
Tips for Executive
Assistants

How an Al-Powered Team Scheduling Platform
Can Help You Reclaim Valuable Time
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Introduction

Tasked with managing intricate
schedules, coordinating executives
across companies, cross-time zone
meetings, and juggling competing
priorities, Executive Assistants know
better than anyone how vital it is to
make every moment count.

This guide provides 10 transformative strategies and
demonstrates how Al-powered scheduling tools can
redefine productivity..

By reclaiming valuable time and streamlining workflows,
executive assistants can not only meet the demands of
their roles but thrive in today’s fast-paced professional
environment.

Let's begin.
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Al Assistant

Manual scheduling can quickly add up,
leading you to spend entire days each
week coordinating meetings, time that
could be better spent on important tasks.

An Al-powered assistant becomes a reliable partner,
streamlining processes and reducing administrative
burdens, so time and energy can be focused on strategic
priorities.

* Scheduling can be done in seconds, not minutes

* Provides smart recommendations for meeting times

* Improve future meetings from past behavior

* Reduces human error and scheduling conflicts

* Frees up time for more critical tasks
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Coordinating
External Stakeholders

Communicating with external
stakeholders can be a time-consuming
task for executive assistants

Team scheduling platforms excel in this area. Coordinating
schedules across companies, tracking responses, and
managing last-minute changes becomes seamless with the
use of Team Links, which allows you to schedule with
multiple people seamlessly.

Team Links makes Stakeholder management easy

* Centralized scheduling for decentralized teams
* Provide external stakeholder visibility

* Real-time availability with ability to quickly re-schedule

* Private and public booking links for teams



Effortless Calendar Management

“ Have you been juggling multiple
calendars to find the right time slot?

An Al-powered scheduling software streamlines calendar
management for executive assistants by seamlessly handling
multiple calendars and holidays across different teams and
time zones.

Automation Capabilities

® Seamless multi-calendar Integration

* Automatic conflict detection
* Holiday recognition
* Real-time availability checks

* Smart scheduling recommendations

::| TEAMCAL A




Simplify Time-Zone
Coordination

Coordinating meetings across time zones
often requires tedious calculations, endless
back-and-forth communication, and
frequent scheduling conflicts.

An Al-powered scheduler ensures that meetings are
scheduled at optimal times for all participants, reducing
delays and miscommunication.
Cross-Time Zone Functionality

® Automatic Time Zone Adjustments

*® Real-Time Availability Sync

* Support for Preferred Times

® Smart Meeting Recommendations

®* Shows time in users’ Time Zones




Automate Routine Scheduling Tasks

= Routine scheduling tasks can
consume a significant portion of your
day, from managing recurring and
frequent ad-hoc meetings, such as
team sprints and coffee meetings.

Scheduling software offers meeting defaults with location
details, along with embedded Zoom and Google Meet
links, all customizable for any occasion, making recurring
meetings seamless.

Automate Routine Tasks
« Make recurring meetings effortless
« Find time for all the stakeholders
« Reusable templates for all types of meetings

« Integration with Google Meet, Zoom, etc.

22:) TEAMCAL Al



1 ) ..ol_ .W &
f n 2 2 &
2 o = 2 &
™ L= 2 8
3 ™ < m g Q
E = @ N &

DR

22| TEAMCAL Al




Streamline Last
Minute Scheduling

Executive assistants often face last-
minute scheduling requests, which can
disrupt workflows and create stress.

Al-powered tools simplify these situations by enabling rapid
adjustments without hassle.

* Instantly suggests alternative meeting slots
* Automatically notifies participants of changes
* Detects and resolves conflict in real-time

* Updates calendars seamlessly to avoid errors



Real Time Availability

Without real-time updates, meeting
changes can lead to confusion, missed
appointments, and lack of coordination.

When changes occur, such as cancellations or time
adjustments, the software should update schedules in real-
time. This ensures that all participants are instantly notified
and that no one misses important information.

* Instant notifications for any schedule changes

* Keeps all participants informed of cancellations

* Syncs updates across devices and platforms in real-time

* Reduces the need for manual follow-ups

* Prevents miscommunication and missed meetings
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A modern team scheduling tool should
promote work-life balance by
respecting personal and non-working

wh

hours.

Poor scheduling leads to burnout, with EAs often feeling
overworked and stretched thin. Scheduling software should
allow employees to block off personal time, preventing
meetings from being scheduled outside of work hours or

during time set aside for rest and recovery. p

¢ Allows team members to block off
personal time

* Prevents meetings outside work hours

* Allow breaks between meetings to avoid
Meeting Fatigue =

Work-Life Balance



Everyday Workflow

Managing multiple communication
platforms can quickly become
overwhelming, especially when juggling
emails, calendar invites, and team
collaboration tools.

Al-powered team scheduling software integrates with all
the tools you use daily, allowing these platforms to work
together seamlessly, saving time and reducing frustration.

I Scheduling becomes part of your workflow
salesforce Web ex
i * Integrates with Gmail and Microsoft Outlook

® Chat with Al Assistant while on Slack or MS Teams

* Schedule followups while you are on the Zoom Call

¢ Connects with all the Calendar Platforms



Exceeding Expectations -
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Coordinating meetings has a direct impact on -
the performance of Executive Assistants (EAs),
both in terms of their efficiency and well-being.

By implementing Al-powered scheduling tools, EAs can automate
repetitive tasks, reduce decision fatigue, and optimize their schedules,
ultimately boosting their productivity.

Key benefits that Improved productivity:

* Automates the process of finding an available time slot

* Minimizes scheduling conflicts and double-bookings

* Tailors’ meeting times are based on individual preferences
* Seamlessly schedules meetings across different time zones

* Frees up time for more critical tasks
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How TEAMCAL Al Stacks Up
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The World's Most Advanced
Team Scheduling Software

TEAMCAL Al is an Al-powered team solution
built to simplify coordination with third
parties, across companies, teams across

time zones, and applications—effortlessly

YA VA VA AV,

Al Assistant

We are the only one with
ADI Meetbot

Coordinating Externals

Built for Multi-team
across companies and
calendars

Calendar Management

Support all Calendars

Time Zone Coordination

Support World
TimeZones and Daylight
Savings

Automate Routine Task

Meeting Defaults and
customizable Templates

Last-Minute Scheduling

Have Essential Features

Real-time Availability

Real-Time Data lookup

Work-Life Balance

No Back to Back
Meetings, Preferred time
and more

Everyday Workflow

Zoom, Slack, Google,
Outlook, Webex, MsTeam

Exceeding Expectations

Higher work performance




NeXt Steps “Our biggest problem was setting up meetings P -

across multiple time zones ...we need to find

the optimal time for 29 people across the world.
Request a Demo

Sometimes, we used to spend hours

See How TEAMCAL Al can help your only setting up meetings. Not any more!”

Team be more Productive.

https://teamcal.ai/getdemo

Founder and CEO, Valeria Klimova ESL E‘ .
Valeria Klimova

“We faced a fairly complex situation, with multiple
types of meetings involving clients, partners, and
internal and external stakeholders...

Using TEAMCAL Al team links, | easily managed
over 100 meetings each month.”

ADI (Augmented Decision Intelligence) @

is an NLP/LLM-powered MeetBot. *****

Let ADI do your Scheduling! CEG, Alpha B Group Phuc Ly



https://teamcal.ai/getdemo
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