The Executive Assistant’s

AutomationPlaybook

Automate the Inbox, Manage the Calendar, and 10x Your Strategic Value
Without Getting Replaced by Al

l_c=-“-_| pragma.vision TOP.WORK







The Executive Assistant’s Automation Playbook

© 2026 Pragma Vision LLC. All rights reserved.

Trademark Notice

Google, Google Pay, Google Cloud, and Android are trademarks of Google LLC. Stripe is a
trademark of Stripe, Inc. Cloudflare and Cloudflare Workers are trademarks of Cloudflare, Inc.
Supabase is a trademark of Supabase, Inc. OpenAl and ChatGPT are trademarks of OpenAl,
Inc. Claude is a trademark of Anthropic, PBC. W3C is a trademark of the World Wide Web Con-
sortium. Visa is a trademark of Visa International Service Association. OWASP is a trademark
of the OWASP Foundation. Midjourney is a trademark of Midjourney, Inc. Canva is a trademark
of Canva Pty Ltd. Etsy is a trademark of Etsy, Inc. Amazon is a trademark of Amazon.com, Inc.

All other trademarks are the property of their respective owners.

No Affiliation

This book is an independent publication. It is not authorized, sponsored, or endorsed by any

of the companies or organizations whose products or services are mentioned herein.

No Professional Advice

The information in this book is provided for educational purposes only. It does not constitute
legal, financial, investment, tax, or other professional advice. Readers should consult qualified

professionals for guidance specific to their situation.

Code Examples

Code examples in this book are provided for illustration only. They may not be suitable for

production use without additional validation, error handling, and security review.

Published by Pragma Vision LLC
First edition, 2026.



Contents

1 The AutomationMindset. . . . . . . ... ... .. .. ... ... .. ... ... 6
11 The Two Existential Threats . . . . . . . .. ... ... ... . ... 7
1.2 The Pivot: From Task Executor to Leverage Operator . . . . ... .. ... 8
1.3 What Leverage Looks Likein Numbers . . . . . .. ... ... ... ..... 9
1.4 The Three Categoriesof Work . . . . . . . . .. .. ... .. ... ...... 10
1.5 Why Your Principal Should NeverKnow . . . ... ... ... ........ 1
1.6 What ThisBook Builds . . . . . . ... ... . . 12

2 Inbox Triage Workflows . . . . . .. ... .. ... ... ... .. ... 13
21 ThelnboxIsNotYourlnbox . ... ... ... ... ... . ... .. ..... 14
2.2 TheFour-BucketSort. . . .. ... ... ... . 15
2.3 The Tooling: Superhuman, Spike, or Native . .. ... ... ... ...... 16
2.4 The Filter Rules That Do 70% of theWork . . . . . . ... ... ... .... 17
2.5 The Executive Forward Template . . . . ... ... .. .. ... ....... 18
2.6 The Daily 25-Minute Triage . . . . . . . . . . o it vt v it i .. 19

3 Smart Schedulingand BufferZones . . . . .. .. ... ... ........... 21
3.1 Reclaim and Motion Are Not YourEnemy . . ... .. ... .. ....... 22
3.2 The 30-Minute BufferRule . . . . . . .. ... ... ... .. .. ...... 23
3.3 Tuesday and Thursday FocusBlocks . .. .. ... ............. 24
3.4 The Tool Stack: Reclaim, Motion, Cal.com,Calendly . . . . ... ... ... 25
3.5 The Three Types of Meetings and How to HandleEach . . . . . . ... .. 26
3.6 The Weekly Calendar Review . . .. .. ... ... .. .. 0., 27

4 Travel Logisticsand Itineraries . . . . . . ... .. ... ... ... .. ... ... 29

3 top.work



top.work

41 The ltinerarylstheProduct . . .. .. ... ... ... ... ......... 30
4.2 The Universal ltinerary Template . . .. .. ... ... ... ... ...... 31
4.3 Tools: Navan, Concur,and the Holdouts . . . . ... ... ... ....... 32
4.4 The StandingVendorList . .. ... .. .. .. ... .. ... ... . .... 32
4.5 The 2 AM DisruptionProtocol . . . . . . . ... ... .. .. .. .. ..... 33
4.6 The Pre-Trip Checklist . . . . . . . . . . .. 34
4.7 When the Principal Travels with a Spouse, Kid,orPet . . . ... ... ... 35
Briefing Mlemos and MeetingPrep . . . . . . . . ... ... ... .. .. ..., 38
51 The One-Page Pre-MeetingBrief . . . . . .. ... ... ... ........ 39
5.2 Where the Brief Content ComesFrom . . . . ... ... .... ... ..... 40
5.3 Granola, Otter, and Loom: The Meeting-Capture Layer . . ... ... ... 41
5.4 The Post-Meeting Follow-UpLoop . . . ... ... ... . ... ....... 42
55 WhentoUseAlforthePre-Read . ... ... ... ... ........... 43
5.6 The QuarterlyReview Folder . . . . . . . . . . ... .. . . . ... . ..., 44
Expense TrackingSystems . . . . . . .. ... ... ... .. L .. 46
6.1 Why Expense Closing Used to Eat YourWeek . . . . . . ... ... ... .. 47
6.2 Ramp, Brex, and Expensify: The Three Real Choices . .. ... ... ... 48
6.3 Auto-Categorization Rules That Do 85% of theWork . . .. ... ... .. 49
6.4 The Manual-Approval-Required List . . . . ... .. ... ... ....... 50
6.5 The Monthly Expense Close in 90 Minutes . . ... ... .......... 50
6.6 The Tax-Reportable Cateqories . . . . . . . .. . . . . .. ... ... .... 51
6.7 When Finance PushesBack . . ... ... ... ... ... ... . ..... 52
Managing Up and Setting Boundaries . . . . . . .. ... ... .......... 54
71 SayingNotothePrincipal . . . .. .. ... . . ... e 55
72 ThePolite-No Scripts . . . . . . . . . . e 56
7.3 ThePeer-EANetwork . . . . . . . . i i e 57
74 Managingthe OtherEA . . . . . . . . . . . . . . . . e 58
7.5 Principal Protection: The Hardest Discipline . . . ... ... ... ..... 59
7.6 When the Principal Crossesaline . ... ... ... ... . ....... 60

4 top.work



top.work

8 The Strategic-EAldentity . . . . . .. .. ... ... ... ... . . o . 62
81 The Career Path MostEAsDon’'tSee . . . . . ... ... ... ... . .... 63
8.2 Positioning forSeniorRoles . . . . . . . ... L e e 65
8.3 Building a Personal Brandontopwork. . . . . ... .. .. ... ...... 65
8.4 The Chief-of-StaffPath . . . ... ... ... ... .. ... ... . ..., 66
8.5 The Multi-Principal SeniorEA . . . . . . . . . . ... o oo 67
8.6 The Fractional EAAgency . . . . . . . . . . . i it .. 68
87 ThelastWord . ... . . . . . . i e 68

What’s Next . . . .. ... . e 70

About Pragma.Vision . . . . . . . . ... e 72

5 top.work



The Automation Mindset

6 top.work



Chapter 1 top.work

Reactive Drowning Leverage Operator

STRESS METER c . g .
ﬂ'p principal identity
Low

protection badge

(@) X |0,y
hours/week ke T
reclaimed

}
rule engme

Al brain

: 0 Calendar: | Expense:
90 min = 25 min 4-6 hrs = 1-1.5 hrs 6-8 hrs = 90 min.

Figure 1. A reactive EA drowning in email past 11pm becomes a leverage operator at a clean
console once filter rules, Al, and a rule engine route routine work — reclaiming 18-26 hours
a week: inbox triage drops from 90 to 25 minutes, calendar from 4-6 hours to about one,
expenses from 6-8 hours to 90 minutes

11 The Two Existential Threats

Every senior executive assistant in 2026 lives between two fears, and most of the

profession refuses to name either of them out loud.

The first fear is the one you feel on Monday mornings. The exec landed at 1pm with
a recut calendar, a board deck that needs a new appendix, three contracts that need
to move through legal, and a son’s parent-teacher conference that conflicts with the
offsite. You spend the next nine hours triaging. By Tuesday afternoon you have not
touched a single thing on your own list. By Friday, you have not done a single piece of
work that would justify the title “senior executive assistant” — you have done the work
of a coordinator, faster than other coordinators, more accurately than other coordina-
tors, but still: coordinator work. The reactive drowning is so constant it stops feeling

like a problem and starts feeling like the job.
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The second fear is quieter and lives a little deeper. It is the fear you get when you read
about Reclaim or Motion or Clockwise. It is the fear when your principal CC's you on
a meeting where someone says “we just installed Granola on every call.” It is the fear
that the rote 60-80% of your week — the calendar tetris, the email sweeps, the travel
logistics — is exactly the work the Al tools were built to absorb, and that you cannot

prove your principal would notice if those tasks were quietly handed off.

65%

of executive assistants surveyed in 2025 worried that Al scheduling tools
would absorb 30-60% of their job within three years'

Both fears point at the same structural problem. The EA role was built around volume of
execution: how many emails sorted, how many calendar invites managed, how many
trips booked, how many expense reports filed. That volume is precisely what is being
automated away. The EAs who survive — and who command $130k-$180k salaries,
sometimes the chief-of-staff jump to $200k+ — are the ones who already pivoted from

execution to leverage. The book in your hands is the system that does that pivot.

1.2 The Pivot: From Task Executor to Leverage Operator

A leverage operator is an EA who looks at every recurring task and asks one question:
“"What is the minimum | have to keep human, and what can | route to a tool, a template,
or a process that runs without me?" Then she builds the routing. The principal never
sees the change. The output gets sharper and faster. Her week, which used to be 50
hours of reactive triage, becomes 30 hours of triage plus 20 hours of strategic work

the principal didn't even know to ask for.

The pivot is not optional. The EAs who don't pivot are running the same plays the Al

tools are now running — faster, cheaper, without lunch breaks. The pivot is also not

EA Ignite, “State of the Executive Assistant Profession,” annual survey, 2025.
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as hard as the Al-anxiety narrative suggests. The reason: the Al tools are good at
the execution layer but bad at the judgment layer. Reclaim can find an open block of
time. Reclaim cannot know that the principal will not take a meeting on the morning
of the board prep, even if the calendar shows it as “free.” That judgment — principal
protection, context recall, political navigation — is the EA's actual job, and no Al tool in
2026 does it credibly.

The frame that wins: Al tools are EAs' force multipliers, not their replacements.

The EA's job stops being “do the task” and starts being “configure the tool that
does the task, then catch the cases the tool gets wrong.” This is a senior posture,

not a junior one — and it pays accordingly.

1.8 What Leverage Looks Like in Numbers

The leverage shift is measurable, and the math justifies the rest of this book.

Recurring task Pre-automation Post-automation
Inbox triage (daily) 90-120 min 25-35 min
Calendar tetris (weekly) 4-6 hrs 1-1.5 hrs
Travel booking (per trip) 2-3 hrs 35-50 min
Expense report close (monthly) 6-8 hrs 1.5-2.5 hrs
Meeting prep briefs (per week) 5-8 hrs 1.5-2 hrs
Weekly hours reclaimed — 18-26

Eighteen to twenty-six hours per week is roughly half the working time of a typical se-
nior EA. That time does not get given back as a four-day week (although some EAs do
exactly that — more on this in Chapter 8). Instead, it gets re-invested in the strategic

work that justifies a senior salary: principal coaching support, board operations, spe-
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cial projects, vendor management, and the slow build toward the chief-of-staff role for

EAs who want that path.

$110K-$180K

salary range for senior EAs at companies of 50-1,000 people in major US
metros; chief-of-staff jumps run $150K-$300K?

1.4 The Three Categories of Work

Every recurring EA task falls into one of three categories. The categorization is the

foundation of everything else in this book.

Category 1: Pure routing. Tasks where the answer is mechanical — this email goes
to that folder, this expense gets that category, this travel disruption triggers that fall-
back. These tasks should be 100% offloaded. Filter rules, rules-based scheduling,
Ramp/Brex auto-categorization, Concur policies. The EA's job in Category 1is to de-
sign the routing once and audit it monthly. The minute-by-minute execution leaves

your hands.

Category 2: Drafted by Al, approved by EA. Tasks where an Al tool can produce a 70—
80% solution but the principal-context judgment has to be human. Pre-meeting briefs
from Granola or Otter transcripts. First-draft replies to non-urgent inbox messages.
Travel itineraries generated by Navan that need the principal-specific tweaks. The EA
reviews, adjusts the last 20-30%, and ships. Total time: a fraction of producing from
blank.

Category 3: Human-only. Tasks where the principal-context judgment is the entire
value. Saying no to the board chair on the principal’s behalf. Catching the political

subtext in a peer EA's request. Knowing the difference between an “I'm okay"” from

2Levels.fyi and Glassdoor compensation aggregations, “Senior EA and Chief of Staff Roles,” 2025.
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your principal that means yes and an “I'm okay" that means no, and routing the next
meeting accordingly. No Al tool does this. Senior EAs do it without thinking, and it is

the work the role exists for.

The rest of this book walks each major task type — inbox, calendar, travel, briefings,
expenses, principal management, identity — and shows the Category 1/ 2 / 3 split for
each. The result is not “do less.” The result is “do the right things, and do far more of

what only you can do.”

1.5 Why Your Principal Should Never Know

A senior EA running this system does not announce it. The principal does not need to
know that the inbox triage is half-automated, the calendar tetris is partly handled by
rules, the expense close uses Ramp categories instead of manual entry. The principal
sees the output — a cleaner inbox, a tighter calendar, expenses closed on the third of

the month instead of the eleventh — and assumes you are simply excellent.

This is not deception. This is leverage. The principal hired you to make their pro-
fessional life work. The how is your business. If the tools change every six months
because the Al landscape moves fast, that is a tool problem, not a principal problem.
The EAs who explain their tooling to their principals frequently find themselves over-
ruled (“can we just have Reclaim do all of it?") by principals who don’t understand that

the EA's judgment is the value, not the tool selection.

There is one exception: if your principal asks you directly about Al tools, do

not lie. Say what you use, frame it as a force multiplier, and pivot quickly to
the strategic work the tools free you up to do. Principals who feel like their
EA is dodging questions about Al start wondering if the EA's role is necessary.
Principals who hear their EA confidently describe a sophisticated stack and how

it makes her more valuable rarely worry.
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1.6 What This Book Builds

Eight chapters, end-to-end:

Chapter 2 installs the inbox triage system — four buckets, filter rules, the executive-

forward template

» Chapter 3 builds the calendar discipline — buffer zones, focus blocks, why Reclaim

alone fails

o Chapter 4 systematizes travel logistics — universal itinerary, disruption protocol,

vendor list
o Chapter 5 produces briefing memos and meeting prep at scale
o Chapter 6 closes expenses in 90 minutes instead of 9 hours
o Chapter 7 manages up: setting boundaries, saying no, peer-EA politics

e Chapter 8 positions for the senior / chief-of-staff path and the top.work brand

The book is short on purpose. Senior EAs are busy and skeptical. Everything in this
book has been used in working principal-EA pairs at companies between 50 and 1,000
people. Adopt one chapter per week and the 18-26 hour reclaim is live within two

months. Skip the parts that don't fit your principal — this is not a manual, it is a kit.

Get the complete book — https://shop.pragma.vision
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