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SUMMIT AIM:

The Higher Education Sector is a dynamic environment due 
to the nature of its core business. At the centre of all its ac-
tivities and operations office administrators/secretaries play 
a key role in supporting managers and staff at all levels. 
Therefore, it is inevitable that they will always be expected 
to function as effectively as expected by their respective 
Institutions. It is against this background that the Vaal Uni-
versity of Technology Administrators Forum (VUTAF) identi-
fied the need to host the first summit as an endeavour to:

1. Establish a Higher Education Office Administrator   
 Forum;
2. Create platform to have continuous engagement  
 about pertinent issues;
3. Share knowledge and best practises in the   
 profession;
4. Partner with National and International    
 organisations to develop the profession in the   
 Higher Education Sector;
5. Network with peers from other institutions of higher  
 learning;
6. Have experts to capacitate attendees with   
 relevant skills that will empower them to be more   
 efficient and productive in their roles.

SUMMIT THEME:

“Forging a collaborative approach in the success of 
office management and support”

This theme encompasses the idea of building relations with 
colleagues from various institutions to share effective ap-
proaches of functioning so as to keep abreast with trends 
and best practises that are current. To further strengthen 
relations with colleagues and managers at all levels within 
Institutions of Higher Learning in the strive to provide effec-
tive office support and management services.

The Summit will be held at Emerald Resort and Casino, Van-
derbijlpark, South of Johannesburg on the 9-10 Septem-
ber 2016. It will include a Secretaries Day gala dinner and 
awards ceremony. 

WHO SHOULD ATTEND?

This summit is aimed for all personnel in Institutions of Higher 
Learning who are responsible for office management and 
support such as:

• Executive Assistants
• Personal Assistants
• Executive Administrators/Secretaries 
• Senior Administrators/Secretaries
• Administrators/Secretaries
• Assistant Administrators/Receptionists
• Office Co-ordinators
• Office Managers
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SUMMIT PROGRAMME

11:00 – 13:00 ARRIVALS AND REGISTRATIONS

13:00 – 14:00 Lunch

14:00 – 14:15 Welcome and Introduction

Chairperson 
Facilitator

BIANCA FILMALTER (CEO: Association for Office Professionals of South Africa, and Trainer)

14:15 – 15:00 Being the Ultimate Administrator/PA

Speaker DAWN WILLIAMS (OPSA Accredited Speaker, Trainer and Facilitator)

15:00 – 15:45 How I earned the title “Star Administrator” 

Speaker
THOLO MOTAUNG (Administrator/Personal Assistant, Office Professionals Coach and  
Mentor, Speaker, Writer, Facilitator, Wellness Coach and MC)

15:45 – 16:00 TEA/COFFEE

16:00 – 16:45 The Possibility of You

Speaker
ALEX GRANGER (CEO: The Possibility of You, Professional Speaker,  Author, Trainer,  Facilitator 
and MC)

16:45 – 17:00 Closing remarks : Summit Chairperson

NATIONAL SECRETARIES DAY GALA DINNER AND AWARDS CEREMONY

18:00 – 18:05 Opening by Programme Director: MR KATLEGO MABOE (Expresso Morning Show) Presenter

18:05 – 18:25 Welcoming Address by Chairperson: VUT Administrators Forum  :  MR T MOTAUNG 

18:25 – 18:35 Performance by The Muses

18:35 – 19:15 Keynote Address: VUT Vice-Chancellor and Principal  : PROF IN MOUTLANA 

19:30 – 19:34 Performance by The Muses

19:35 – 19:55 Higher Education Secretary of the Year Awards

19:55 – 20:00 Acknowledgements

    FRIDAY  |  09 SEPTEMBER 2016
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SUMMIT PROGRAMME

08:30 – 08:45 OPENING AND WELCOME 

Chairperson BIANCA FILMALTER (CEO: Association for Office Professionals of South Africa and Trainer)

08:45 – 09:30 THE POWER OF EXECUTIVE PRESENCE 

Speaker
LYNN BAKER (Executive Presence and Business Image Consultant, a Certified World  
Class Speaking Coach, a Professional Speaker and Businesswoman)

09:30 – 10:15 FAB Quotient 

Speakers

CELYNN ERASMUS (Registered Dietician, Professional Speaker and Writer)                                          

and 

JONI PEDDIE (Behavioural Strategist, Professional Speaker, Facilitator and Author) 

10:15 – 10:30 TEA/COFFEE

10:30 – 11: 15   Setting up a corporate mentoring programme 

Speaker
NOMVULA MOLOKO (Director: Moloko Speakers and Associate, OPSA-endorsed Facilitator, 
Trainer, Presenter and Inspirational/Influential Speaker)

11:15 – 12:00 Building rapport and working productively with your boss

Speaker MICHELE THWAITS (Facilitator, Trainer, Speaker, Writer, Virtual Assistant, Coach and Mentor)

12:00 – 12:45 Modern PA/Secretary as a strategic business partner

Speaker 
LUCY BRAZIER (CEO: Marcham Publishing and World leading authority in the administrative 
professional industry) 

12:45 – 13:00 Closing remarks : Chairperson

13:00 – 14:00 LUNCH

14:00 Departure 

SATURDAY  |  10 SEPTEMBER 2016
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SUMMIT PRESENTERS 

LUCY BRAZIER

Lucy Brazier is the world’s leading authority in the adminis-
trative professional industry.
 
As CEO of Marcham Publishing, specialist publishers of Ex-
ecutive Secretary Magazine – a global training magazine 
dedicated to the professional development needs of sen-
ior and aspiring administrative professionals - Lucy works 
with the best trainers of Executive Assistants from around 
the world to deliver the most up to date and current train-
ing in the market. 

Her passion is for the Assistant role to be truly recognised 
as the Business Partnership that champions the individual 
and the company/people they work with. Her formidable 
training expertise and speaking style have given her oppor-
tunities to train, present and Chair in over 40 countries at 
over 400 events including Chairing the 2015 World Adminis-
trator Summit in Papua New Guinea. This has created much 
needed discussions to encourage Executive Assistants in 
Blue Chip companies to work towards becoming a centre 
of excellence within their company, and college students 
to see the Assistant role as proper profession with a career 
path. 

Lucy has a unique overview of the role and where it is head-
ing. With access to the most forward thinking, passionate 
and knowledgeable trainers in the world as well as person-
ally meeting and speaking to literally thousands of PAs over 
the last five years, Lucy’s knowledge of the market and 
what Assistants all over the world are facing on a day to 
day basis are second to none. In 2015 Lucy was awarded 
the ‘PA Contributor of the Year Award’ by Office*. The mag-
azine has been a finalist in both the PPA Business Magazine 
of the Year Award and the PA-Assist Members Awards.
 

Lucy runs a LinkedIn group for assistants which currently 
has over 42,000 international members who share informa-
tion, network and learn. She also launched #adminchat in 
January 2012 – a weekly free training session presented on 
Twitter and hosted by a different world-class trainer every 
week. Now boasting an average of over 3,000 attendees 
a week, #adminchat is a manifestation of Lucy’s commit-
ment to providing the very best training to assistants all over 
the world. 

Lucy has been a Publisher and Events Organiser for 28 
years. Lucy has previously worked as a Publishing Director 
for Wilmington PLC, and has managed a team based in 
Singapore, New York, Germany & London responsible for 
13 magazines, 12 international conferences, awards, trade 
show attendance and marketing for EMAP. Other compa-
nies worked for include The Times, The Independent, Cen-
taur Communications and Glass’s Guide.

BIANCA FILMALTER

Bianca Filmalter is a dynamic facilitator and trainer with a 
passion for people empowerment and development. Be-
sides freelance training and facilitation, she established 
her own company in 2013, Raising the Standards Solutions, 
which provides individuals and organisations with services 
ranging from event management to project development, 
administration and coordination. Bianca is also the CEO of 
the Association for Office Professionals South Africa (OPSA) 
a Professional Body with more than 16 000 members that 
promotes and develops performance standards for admin-
istrators in South Africa 

Prior to this Bianca was the Manager of Employee Wellness, 
Sports and Recreation at the CSIR, and has over 17 years’ 
experience in management and administration. She has 
filled different roles including being a Board and Commit-
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tee secretary, Personal Assistant to various Executives, as 
well as being the Executive Assistant to the President and 
CEO of CSIR; she was later promoted to the Office Manag-
er in the CEO’s office. 

Bianca has a BA Honours degree in Psychology, a BA de-
gree in Social Sciences majoring in Psychological Counsel-
ling, and a secretarial diploma from Pietersburg Technical 
College. 

During her career, Bianca has received various accolades, 
including the national title of South Africa’s Personal Assis-
tance of the Year in 2006. She has presented at a number 
of national conferences and has also written and published 
articles on service excellence. Bianca is passionate about 
the development of people and is actively involved in 
mentoring newcomers to administrative professions.

ALEX GRANGER

In a rapidly changing and disruptive world where life‘s ever 
increasing challenges force even the bravest individual 
into a state of fear and mass distress, here comes the voice 
of reason that transcends both change and chaos, and 
has helped businesses and individuals achieve purpose 
and possibility.

Known as the “Exceptional One”, Alex Granger is Chief Ex-
ecutive Officer of The Possibility of YOU (Pty) Ltd., a special-
ist consulting, training, and development firm that focuses 
on People, Purpose, Passion, and Possibilities. A consum-
mate professional speaker, Alex has delivered keynote
presentations to thousands of delegates internationally, in-
spiring ordinary individuals to accomplish their goals and 
dreams, and helping businesses to adopt a new and more 
meaningful purpose, and profitable vision.

As a key resource for conferences, strategic sessions, peo-

ple development and business interventions, Alex has that 
rare ability to shift mindset, presenting new insights and dif-
fusing complexity.

Alex Granger holds an Executive Leadership qualification 
from the Gordon‘s Institute of Business Science with a dis-
tinction in Leadership. He is also a certified NLP practition-
er. Alex Granger has worked in executive and senior lead-
ership positions for blue chip companies such as Bidvest, 
Imperial, Standard Bank, Altech Group, G4S Solutions and 
Tsogo Sun.

Alex Granger is the author of two books -
“FIND KEEP GROW: The Radical Art of Sales”, and
“The Possibility of YOU: What Shapes You?”.

MICHELE THWAITS

Michele is a sought after presenter, facilitator and mentor.  
She has had the privilege of working with audiences all 
over South Africa, Africa and beyond – Cape Town, Port 
Elizabeth, Durban, Kenya, Mauritius and Gabon.  

She received her certification as a Life Coach and com-
pleted training as an NLP Practitioner in 2010. Michele has 
been chairperson of the PA Seminar run by Knowledge Re-
sources 5 times.

Michele has been a member of OPSA since 1999, was a 
finalist in the Office Professional of South Africa competition 
in 2006/2007, recipient of the PA Summit Chrystal Award in 
2011 and finalist in the PA of the Year 2013, member of the 
IYOTSA 2014 task team and member of Academy of Excel-
lence.  She is currently President of PAFSA 2015/2016.

She has published many articles in the A-Z of PAs and Office 
Managers magazine, Career Success, InTouch newsletter 
(PAFSA), Executive Secretary Magazine (UK) and NAHPA 
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(UK) and African PA Magazine (Kenya) and has been pro-
filed by Exceptional EA (Vancouver).

Michele makes use of every opportunity to share her ex-
periences and knowledge with others who have a want 
and desire to enhance their personal development and 
ultimately empower themselves for success.

THOLO MOTAUNG

Tholo Motaung is an esteemed office professional with 
more than ten years’ experience and he is also passionate 
about human capital development as well as organisa-
tional development. He is a dynamic speaker, office pro-
fessionals coach and mentor, facilitator, wellness coach, 
writer and MC. 

He continues to be a force to be reckoned with in the 
Higher Education Sector through being actively involved in 
various structures. He has served as Deputy Chairperson of 
Vaal University of Technology Institutional Forum, Chairper-
son of Health and Safety Committee, Member of Structural 
Reengineering Committee, amongst others. Tholo thrives 
on challenging himself; he also took on a position of Na-
tional Secretary for the National Tertiary Education Union 
and became a National Executive Committee Member of 
Federation of Unions of South Africa. 

He successfully pioneered and led Vaal University of Tech-
nology Administrators Forum since 2011, with the objective 
of creating a platform for all administrators to address issues 
of professional development. He became a finalist in the 
2014 Office Professional of the Year Award that is present-
ed by Association for Office Professionals of South Africa 
(OPSA) and subsequently became a member of Profes-
sional Association for Secretaries and Administrative Assis-
tants (PAFSA) Academy of Excellence. Currently he serves 
as a board member of OPSA. He also writes columns for 

The African PA Magazine.  He has over the years mentored 
office management and technology students and his col-
leagues in the administrative fraternity with the aim of nur-
turing and unleashing talent as well as empowering them 
with the right tools to be outstanding office professionals.
 
Tholo was named “The Star Administrator” due to the con-
tinuous contribution he has been making throughout the 
years to transform, develop and empower administrators 
in their fraternity. He was featured as a cover personality 
in the 2016 April issue of The African PA Magazine and was 
profiled in a Canadian on-line publication called Excep-
tional EA in 2015. Exceptional EA showcases Real Careers, 
in which administrators from around the world generously 
share the benefit of their experience. 

He is a registered member of European Management As-
sistant, Behavioural Sciences scholar at the North West Uni-
versity and also a Management Development Programme 
candidate at Maccauvlei Learning Academy.

NOMVULA MOLOKO

Nomvula brings almost 20 years’ wealth of experience in 
the secretarial profession, spanning across multi-national 
organizations such as Alexander Forbes, Oxfam and BMW 
Group SA as well as state-owned enterprises at the South 
African State Theatre, SABC Radio and Safety & Security 
SETA. 

A winner of the South African National Office Professional of 
the Year 2012/2013 and a judge for the PA of the Year and 
Exxaro Secretary of the Year competitions, she has been 
featured on the covers of OFFICE SA and MY OFFICE maga-
zine with contributing articles. She is the founding influencer 
and leader for Moloko Speakers & Associates, an organi-
zation dedicated to advancing strategic career planning 
for office professionals globally and to pursue passion within 
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the profession.

She currently shares her experiences and expertise through 
presenting/facilitating and training at secretarial confer-
ences, seminars, summits and workshops to delegates 
across South Africa, Namibia and Zimbabwe including 
training interventions for the CSIR, University of Pretoria, 
North West University (Potchefstroom Campus) and the 
Northern Cape Legislature on various topics.

• OPSA-endorsed Facilitator, Trainer, Presenter and   
 Inspirational/Influential Speaker – MOLOKO 
 SPEAKERS AND ASSOCIATES
• Director: OPSA (Association for Office Professionals  
 of South Africa) www.opsa.org.za
• Board Secretary - SAPTA (South African Professional 
 Trainers Association)
• Member of Review Panel of N4 - N6 Administration  
 Curriculum in FET Colleges with the QCTO
• Member of Review Panel: Office Administration   
 and Technology Curriculum – Tshwane University   
 of Technology 
• Chairperson: Mentoring and Coaching – OPSA   
 Leadership Institute
• SA National Office Professional of the Year   
 2012/2013
• Judge: SANOPOTY, PA of the Year and EXXARO   
 Secretary of the Year competitions
• President – President Toastmasters Club, Hatfield,   
 Pretoria (Public Speaking and Leadership)

LYNN BAKER

Lynn Baker is an Executive Presence and Business Image 
Consultant, a Certified World Class Speaking Coach, a Pro-
fessional Speaker and successful Businesswoman. 

Lynn has a varied background that spans corporate com-

panies and entrepreneurship, giving her a unique under-
standing of the complexities of both worlds. Having started 
out as a Sales Rep in Cape Town, she quickly rose to the 
rank of Head of International Corporate Sales for a global 
company in London. Subsequently, she sold luxury proper-
ty in the Caribbean, started a highly successful Speakers 
Bureau in Johannesburg and more recently, completed 
a 10-year contract with the Tsogo Sun Group to manage 
Montecasino Corporate Events.

In addition to her many years of business experience, Lynn 
continued to invest in her knowledge. In 2006 she attend-
ed the Disney Institute - ‘Quality Customer Service’ pro-
gramme in Disneyworld, Florida. Thereafter, she attended 
an extensive training programme with Professor Ron Arden 
from San Diego, the guru of Speaker coaches worldwide. 
More recently, Lynn qualified as a ‘Certified World Class 
Speaking Coach’ from World Class Speakers USA and an 
Image Consultant from Colourworks International.

In 2010 Lynn returned to her passion of Public Speaking and 
started Eloquence Group, a company that specialises in 
coaching executives in the art of dynamic Public Speaking. 
It was while she was training executives in Public Speaking 
that she became interested in Executive Presence, a term 
used to describe the x-factor in business. After 5 years of re-
searching the fascinating concept of Executive Presence, 
Lynn has developed an Executive Presence model that 
illustrates what makes up this elusive concept and assists 
professionals to develop it.

Lynn spends much of her time delivering speeches at con-
ferences and corporate events on developing Presence, 
understanding impression management and developing 
powerful personal brands. Lynn also Coaches many of 
South Africa’s top Management and CEO’s on increasing 
Executive Presence and delivering dynamic business pres-
entations.

During her fascinating conference presentations, Lynn uses 
examples of people who exudeExecutive Presence such as 
Barrack Obama, Nelson Mandela and Oprah Winfrey and 
shares some of the secrets that made them great. Practi-
cal examples of how a powerful posture, subtle body lan-
guage, professional dress, active listening and the psychol-
ogy of colour can increase personal and professional brand 
equity, are just some of the lessons that will be learned



CELYNN ERASMUS & JONI PEDDIE

Authors of The FAB Quotient™ which is a unique Quotient 
(aligned with IQ and EQ). The emergence of these three es-
sential well-being and productivity elements results in high-
er wellbeing, performance, happiness and success. The 
FAB Quotient™ is a framework that offers practical solutions 
to the challenges of time poor, stress rich living.

F – Fuel (unlock energy + vitality)
A – Activate (be brain fit + reduce stress)
B – Behave (be authentic + collaborate powerfully)

Celynn Erasmus

• Registered dietitian RD(SA) and Author
• Professional speaker: speaking locally and   

internationally
• Founder of Wellculator™ and MD of NewCel   

Mobile Technology

Joni Peddie

• Human Behaviourist and Author
• Founder of Enneagram Institute SA
• Strategic facilitator
• MD of BizComm (Pty) Ltd

Signature keynote topics include:

•  The FAB Quotient™: Your Tool Kit for Fighting   
 Fatigue and Staying Resilient for Business    
 (Presented by both or either Celynn and Joni).
•  Performance Chemistry - Strategic elements   
 powering Health and Wealth (Presented by  
 Celynn).
•  Behaviour Chemistry – Wonder is the beginning of  
 Wisdom (Presented by Joni).

DAWN WILLIAMS, CAP-OM, MOS

CAP-OM: Certified Administrative Professional with special-
ist exam - Organisational Management
MOS: Microsoft Office Specialist

Dawn started her career in the secretarial and administra-
tive industry in 1979 and has worked in various positions at 
large corporations within South Africa including the supervi-
sion of a call centre with 30 agents. In 2006, Dawn together 
with a colleague took over the management of the Insti-
tute for Certified Administrative Professionals (ICAP) in order 
to uplift the Secretarial and Administrative industry through 
continuous learning.

Out of all the positions Dawn has held, she found that her 
passion was in teaching skills to others in order for them to 
step ‘out of the box’ and be confident enough to move 
forward in both their personal and career lives. ICAP gave 
Dawn this opportunity and she presents various topics at 
conferences and seminars. Dawn facilitated the pre-exam-
ination workshop for the Certified Administrative Profession-
al (CAP) examination and administered the examinations 
of behalf of the International Association for Administrative 
Professionals (IAAP) in South Africa from 2006-2012).  

Dawn currently facilitates master classes and workshops 
for Administrative Assistants / Professionals in Africa with 
delegates from Zimbabwe, Zambia, Mozambique, Kenya, 
Tanzania, Swaziland, Namibia, Angola, Uganda and in Sin-
gapore and Malaysia. Dawn speaks on a range of topics 
including all aspects of communication, customer service, 
business and report writing, managing your career, goal 
setting, time management, records management, global 
business protocol, networking and others skills affecting the 
career of those in the secretarial and administrative indus-
try.
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Dawn is an office productivity consultant and facilitates 
workshops in Microsoft Office 2010, 2013 and 2016 to help 
delegates understand how to use the software to its full po-
tential to increase their productivity and save time in a day! 
Dawn has completed the following certifications:

• Certified Administrative Professional (CAP)   
 programme and the Organisational Management  
 (OM) specialty exam from the International 
 Association of Administrative Professionals (IAAP)
• Microsoft international certifications (MOS) and is a 
 Master Instructor for Microsoft Office
• Master 140-hour TEFL (Teaching English as a Foreign 
 Language) and a specialisation in Business English
• NLP Practitioner Certification Course (Intermediate 
 to Advanced)

Dawn was a founding member of the Johannesburg Chap-
ter of IAAP, worked with Dictum Publishers for the PA of the 
Year award and facilitated the round table sessions at the 
annual PA Summit.  Dawn has authored a number of arti-
cles on the secretarial and administrative industry.

In 2013, Dawn decided to start Reach New Levels in order 
to encourage Administrative Assistants and Professionals 
throughout Africa to further themselves through continuous 
learning and build on to their existing knowledge and skills.

 To encourage them to start moving up ‘the ladder’ and to 
REACH NEW LEVELS!

Dawn is currently a Director for OPSA (Office Professionals 
of South Africa) and is an accredited OPSA speaker.

You can learn more and connect with Dawn on LinkedIn at 
za.linkedin/in/dawnwilliams3

The Higher Education Office 
Administrators Summit is 

endorsed by Association of Office 
Professionals of South Africa and CPD 

points will be allocated.
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SUMMITSEMINAR REGISTRATION INFORMATION

FEES

Summit Registration Fee is R 4 500.00 incl. VAT per delegate 
and all delegates are requested to make their own trans-
port arrangements and book their own accommodation. 
Shuttle from airport and back will be arranged by summit 
organisers. 

Registration fee must be paid by end of business on the 26 
August 2016 and proof of payment e-mailed or faxed to 
Ms Petro van der Walt at petrovdw@vut.ac.za or Fax 016 
950 9779.

CONFIRMATION OF BOOKING 

If you have not received confirmation in writing, of your 
booking a week before the event, please contact us on 
016 950 9531 or 016 950 9355.

SOMETHING HAS COME UP AND YOU CAN’T ATTEND

If you cannot make it to the summit, you have several 
options (the options below have to be submitted to us in 
writing):

• You may send a substitute delegate in your place,  
please inform the Ms Petro van der Walt of the new 
name for registration purposes. No additional   
charges will be applicable for substitutions

• You may cancel your registration in writing up to 10 
working days before the event takes place but a   
10% administration fee will be charged. Cancella-
tions done within 10 working days before   
the event will be accepted with a delegate liable  
for the full summit fee.

• No refund or credit will be given to any delegate 
who does not attend the summit without giving   
prior as stated above In the event of unforeseen   
circumstances Vaal University of Technology  
reserved the right to change the programme   
content, the speakers, the venue or date.  

• Registered delegates will be notified in no less than 
5 working days prior to the event. 

PAYMENT

• Cheques should be made payable to Vaal   
University of Technology. Please do not mail any   
cheques. 

• Electronic Transfer or Direct Deposit into our bank   
account, validated by faxed copy of transection   
slip

• Registration fee or gala dinner fee must be paid to 
the following bank account;

Account Holder : Vaal University of Technology
Bank   : ABSA 
Account No.  : 530 861 945
Branch Code : 632005
Reference  : Initials and Surname 

TERMS AND CONDITIONS OF REGISTRATION N

For more information contact:  Ms Petro van der Walt at petrovdw@vut.ac.za or Fax 016 950 9779



Surname:

Full Names:

Gender:

Designation:

Institution :

Cellular Number:

Office Number:

E-mail Address :

Province:

T-shirt Size:

Disability:

DIETARY REQUIREMENTS

Halaal Vegetarian Kosher None

Registration Fee X

Summit Registration Fee R 4 500.00

Gala Dinner for Partner R 350.00

• No late payments will be accepted
• Delegates are required to pay their partners dinner fee with summit registration fee
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2016 HIGHER EDUCATION OFFICE 
ADMINISTRATORS SUMMIT

DATE: 09-10 SEPTEMBER 2016 (FRIDAY & SATURDAY)
VENUE: EMERALD RESORT & CASINO

FRIKKIE MEYER BOULEVARD, VANDERBIJLPARK


