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TOMOrrow’s
CEOs in the

Executive assistants are
no longer involved in just
executing the CEO’s
strategies. Today, they
co-author and even
conceptualise companies’
growth plans—and aim to
get into the hot seat soon

= Mallnl Goyal

Srinath is the current managing direcor
and (B0 of Tata Teleservices and Tata
Telsservices  (Maharashitra). Mo lund
Govind Rajan, currently managing part-
ner of Tata Caplial Priviade Eguily, headed
Tata Teleservices (Maharashtrap dll May
2000, M a3 time when the 90-plus-compa-
ny Tata Group |5 looking tolnduct 2 fresh
s of younger leaders onio the boand of
haolding company Tata Sons, the likes of
arinath, 48, and Kajan, 43, will have cre-
cial rokes to play in assisting Ratan Tata's
succesar i Uhe decades ahe ad.

Srinathand Rajan did stintsata ang: of
companies that constitute g highly di
verse Tata ecosysiem before golng on o
head vital group busimsses. Before that
however, both traversed the same com-
mon ground at the beginning of thelr ca-
reers, Both were enscutivea ssistants (EAs)
to clairman Ra tan Taia.

Say hello to the CEOS Man Friday-and
Saturday and Sunday. The EA has been
aroamnd for a long thme now -the Tatas in
ducted EAs as early as the 5605 But it's
only now that more and more compa nies
are hiring EAs, And an EA's role has come
claser to the core.

Eardier, an EA% job largely fooused on
providing input or following through
plans and decisions taken by the CEO.
Today, they do that and much more, Ina
global world with 2 business empilre that
is geographically dispersed, complex
and ks growing rapidly, EAs play multiple
robes. They advise CEOs on potentially
game-<hanging decisions involving ex
pan s, acqulsitbon, new projects amnd
top-bevel hiring. For those witha basy so
cial cabenda r and spaldng e ngage ments,

EAs write speeches, pre pare background
notes and presentations, They are sup-
poried by secretaries (see box A Faoelifi
for Ms Forpe o),

The secrelariat of Wim Elfrink, chdel
globalisation of ficer, CEcoSystems, would
b a good example to unders tand the supy
port today’s CECs need to fmation efli-
ciently EFrink, a board member and
among the top three senior executives at
the S 0-billion-plus global networking gi
ant, ks based out of Bangalore, away from
the headguariers in the US. He hasthres
verticals of staf ftoassist him. Chief of s tafl
Matthew Smith works chosely with him on
buses matters, and B assisted by two
other staff. Sharan Varma works with US-
based Pelicia Tramame | and three othersio
manage Elfr ink's calendar, logkstics, travel
and invitatbons. Andihe communications

Wim Elfrink | chief globalisation officer, Clsco Systems
They understand my aim & make it possible’

THE SECRETARIAT

» Managing business: Matthew Smith, chief of staff, along

with twio others

« Managing engagements: Sharan Varma works with
LS-based Felicia Trammel and three others

» Managing communication: Two senior executives prepare

briefing documents

HIS GOLDEM RULE: Secretariat must stay cool in

difficult situations

Why EAs are Important

Managing hyper growih: Businesses are growing at a frenetic pace
Indlan enfrepremeurs need help from smart young executlyes to manage
ard keep up with the grow th

Seeding new business: Most Indian promoters are exploring new
businesses and are keen U0 ex ploll emerging 'I}|.‘.I:Il.'l|"tl.ll'l|'t|l!'5. EAs help vet
incubate and seed new businesses

CEQ's oyes & ears: Managing a business that is spread across multiple
sectors and different countries. EAS become the bridge between the chisf
executive officer and his senior team

GrOOm sUCCessors: Mamy companies. especially large MNCs, pick up
their smartest young execulives as BAS Lo proom new |eaders The stint
prov ides a valuable exposure

SUppart CEQ's engagaements: With busy social calendar. ESs helpin
writing speeches. making power point presentations and preparing back:
ground notes and agenda for crucial meetings

W RLELSIMHE WURTHY

Wim Elfrink hockowiza Ard), at & masting with his
secrgtariat=Chiet of ST Matthew Smiih, senior B4
sharan Varma [eft) and assistant Ambilka Swasmar
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team, staffed by two senior executives, prepares
briefing documents and guides him on what and
how to communicate. “They understand what
my goals are. It is they who make it possble,”
says Elfrink.

An EA often wields enormous influence and is a
quasi CEO-—-or a potential one. And the brightest
lots are picked for the position so that the boss can
get a good look at the prospect and also allow the
high-tlyer to witness up close what it takes to occu-
py the hot seat.

EA L0 CEO

It's a career path that is common not just at the
Bombay House, the headquarters of the Tata
Group. Rajan Anandan, Google India's head, was
Michael Dell’s EA in the USin 2004. Sanjoy Chatter-
jee, head of Goldman Sachs India, EA to K V Ka-
math when he was MD and CEOQ of ICICI Bank.
Aadesh Goyal, global head (HR), TataCommunica-
tion, was an EA to Sam Pitroda in the 19805 and he
helped draft aletter on technological collaboration
that was exchanged betweenthethen Prime Minis-
ter Rajiv Gandhi and the German chancellor
Helmut Kohl. N Chandrasekaran, CEO and MD of
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A rl.ll'l Malra member, Flanning Commission, started his carcer as an EA 1o sumant Moolgaonkar, chairman of Teloo in the 19608

My EA stint gave me unusual exposuUre at a young age’

In late 19605, working with the Tatas, |was picked up by
sumant Moolgaonkar, chalrman of Telco (Tata Motors now), as
his EA. Barely had | settled, when JRD looking for an EA too
wanted me. There was a lIttle battle there. But Moolgaonkar
won He told me “you might think 1t Is a step down here but you

wlll benefit as this will glve you
hands-on experlence, unlike the
chalrman’s offlce”

My first Job was to work closely
With a senlor executive of Tata Sons
to set up business In Singapore. It
Eave me anunusual exposure at a
young age. Soon | moved on to Teloo
to help set up 115 Pune operations. At
times when | doubted myself, my
boss would tell me: *You are not going
there to teach, but learn. Just go and
do”. As his EA, 1was asked 1o sit In an

offlce close to the boss, which was earller used by a very senlor
executive. someane asked me: “ Do you know how old you are
and how long you have worked and who you are replacing.” |
was stunned and requested my boss to move me to another
room. He sald: “This 1s not about you Malra, It Is about the task
that needs to be done.”

Later, as a business head, | was used
to sharing my thoughts with Mool
gaonkar even when not his EA. In
meetings, | would ex press myself
mare freely than other senlors. He
sensed my superiority complex
because of my access to him. He put
me In place, even publicly, once say-
Ing “You should first rub your nose an
the shop floor”

EMRENDEA JHA

{as rofd to Malini Goyal)
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A Facelift ror
MS Fonseca

Secretaries may not dictate strategy, but they're as
indispensable as executive assistants

Way back in the 19805 celebrated cartoonist Mario Miranda
then working with the Times Group. was asked o lend Some
comic relief to the ostensibly dense pages of the Economic
Times. Miranda's response was Miss Fonseca-a ballsy, buxom
searetary bid. condrary b the stereobype. not & VaCUow, woolky-
headed bimbette. Half-a-cenfury later, secretaries fo CEOQs are
still epftomes of efficiency. Just that jet-setting CEOs. their
packed days and technology have brought about 4 kot of changes
in the way they do their jobs. For example, think email and not
shorthand And a5 the boss’” role gets more complex because of
the larger and mare diverse ship he is captaining. the secretary
too has to lend an able oar. While she will never be involsed in
sirategy and declsion-making the way an execulive assistant
(EAD kS bt she is a5 dependable-and most often indispensable
“When she's on vacation my life is hell® says Raman Bay,
fownder of Quattra BPD of his secretary Shalini Saigal. *It's diffi-
cult for me to exist without her” 3dds aviation enirepreneur GR

Enudia’s lange st private em ployer, TOS,
was BA 1o 5 Rarmacerad, former MD &
(EQ of the company foF two years
(199799, Seon after, e went on to
handle marques clisms like GE, and
wats proamobed as head of glota ) sles,

EAs today are virtually ¢ mibedded
i comypa s cores irategy and help
the CEOs keep abreast of the ladest
muirket trends. Consider Abhishek
Shah, 27, EA to UTV Group CED Ron
nbe Screwvala, who keeps track of
LT mew masd b imitiatives like ma
sic. "My key challenge Is o keep
think by young; oy tanget groupis 5-
34, says the 54-yearaokd Screwvala,
Shah reports into Zenobia Tamboll,
the senior EA, who managies Screw
vala's secretariat. EAs are virtually
the alter egos of the boss and are
privy to critical information. Tamboll
has =a |;|;1.|‘.'.|Ei.'| g by all of Serew-
vala's emalls”.

Rajesh Dhuddu, EA o Ouatiro BFO
Founder Ram an Roy sinoe 2006, incu
baies new kdeas an d businesses, and

EHARAT CHANDA

Ronnie Screwvala | CED, UTV Group

‘Zenobia is my anchor. She has a paralh;!
line to all my emails without exception

HIS SECRETARIAT: Zenobia Tambali, Abhishek Shah &

Khyatl Varma

i often the Enk between Roy and the
Seribie mais e ment . Koy remerbers

his stind ai Genpact in the D90
where his EA would largely do re
s rch amd folbow-ups on his instruc-

HIS WORLD: Belng 2 creative company, he has to cut
through hierarchy for brain-storming sessions. Shah
works closely with him on new Initiatives. Tamboll &
team provide strong secretarial & business support

HI5 GOLDEN RULE: The CED office has to set the pace for

WOELELGIAEL WURTHY

Infosys” Hrls Gopalakrishnah with fls satretany Sudha kafesh

Capinath. The “her in case you are wondering is his secretary of
six years, Cecilia John

For many secretaries. managing chunks of the personal life
of the CED is an intégral robe although there are the likes of
Infosys 5 Gopalakrishnan who draw a lime. Janmejaya Sinha
chairman BCG Asla was the best man at the wedding of his sec-
retary. Queency Fernandes

Lecretarial pay has improved considerably. A secrefary to a
CED of alarge MHC bank can have an annual CTC a5 high as 50
lakih. But & en secretaries’ salaries for mid-range cofmpanies ans
better now, averaging vd-3 lakh

Mary rise to the post from humble beginnings. AG Panduran-
ga. MR Marayana Murihy's bng-time secretary at Inafogy s starbed
as a mailroom boy. Today, be is one person Murthy relies on
whensyer ke 15 stuck. md matter which part of the eorld he Bin

Raman Roy | oMb, quattro India
Their mb is to make me look good’

’ tiones. Dhuddu phiys a Br more critical

role, he is Boy's sounding board and
can pushhim torethink a decision or
an ssue B lee fee s e need.

CK Ranganathan, CMD of Chennai-
based personal  cane  marketer
Cavinkare, has hired Srut Venkaara
man Cibas his BA. In the bs decade,
a5 ihe company expanded into new
b s like foods and retaurants,
s revenues grew ten-lad to £1L000
crore. To help manage this growth,
Srud shadows him In all strategy
e bryzs, Shes the ink between him
and his divect reports.

Every Mondsy, Venlatraman
spen csam havur withithe boss, review-
bg thee week gone by and planning
the one ahead. “He jthe CEO) asks for
my wiewes on dilerent things; he also
askes for my opinbon of odber execu
tives, " says Vienkatar aman,

Iinidend, along with comtributing 1o
siratisgic braknsiorming, another core
functlon of an EA is o provide feed:
back on the world outside the CEOs
bower—the world of employes. San-
Jay Singh, vice president {puldic af
Eairs) Tata Services, was EA 1o
hamshed lrand in the 19808, when
ersa i s Uhve diputy WD of Tata Steel,
“Asan EA, | was one of the major con:
duits of information w the oss" e

HIS SEC I EA Rajesh Dhuddu and secretary Shalini Saigal
HIS W A pioneer in the BPO business, his calendar is packed with

E'Lr"lﬁEﬁ‘- mclal and Industry engagements. Often things can change suddenly.
Dhuddu keeps track of the business, Is the link between unit heads, |5 Roy's
sounding board for new ideas and prepares his speeches efc. Shalini manages

his calendar, travel, appointments and dinners

E: To keep in mind that their views matter. They can influence,

the compamy

EAs are smart
executives with an
outstanding track
record. But it is their
ability to understand
their bosses and
bond with them that
set good ones apart

calls Simgh. Wity 78,000 workers
there was a huge gap between the
knowledge of senbor exeostbes and
the workers that haad tobe managed.
In charge of the lamshedpur chiy
administration, Tatas also had more
thiam just busines to manage. “lmade
the bigges difference in managng
people and their expectations. Being
thi EA, | knewexactly whe rethe pow-
er points in the organisation were,”

IHOMWE BAIu

sys Singh,

Being close o the power cemire,
EAswickd great authority. *1 remem
ber there would be times when |
woukd walk into a meeting with busi-
s hieads who re ported to my boss,
and ever ybhody would stand up,” says
a formeer EAtoa CEO of one of India's
Nt bviss brvess exong Desines raad e b d
in Mumbai, who does not want (o be
identified. “1t's a porwerkick but It 5
also a role that can be misused bke
el shee acdids.

Al this makes the I.a.ﬁkuﬁﬂikLr:ﬂ;tﬂ
EA crucial. A great track record is a
given. 18l how well they wsderstand
and support their b nesds is what
haolds the key, Beyond qualithes like
enengy, passion and imelbect, per
haps more crucial ks ithe abilliy to
Band with the CEQ and win hisrust.
Chemkstry is important ina job that &
o rruch about dkilllzasit alsout man
agting refations hips at multiple bevels.
EAs need 1o lave “good antic ipatory
skills",

San jay Jog, HR head, Fuiure Groap,
remembers hiring an EA for founder
Kishore Bivand. The candidate was an
B A and thenworkig with twe Bhar
ti Growgs, When Biyan it the candi
ilabe, joz says, the boss asked nothing
about work but planty about Gimily
and badegrownd. Birand thentod fog:
“Chemistry fanag™ The EA is on
board, the chief is content. and the
crew in the comer cubbcles goes
aboud its tisk of growth and value cre
atfon with remewed gusio.
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