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	Purpose
To help Administrative Assistants, Personal Assistants and Executive Assistants identify practical books that strengthen professional capability, strategic partnership, leadership, communication, productivity and future readiness.


About this resource
This is a curated professional resource list, not a claim to include every book published worldwide. Retail availability, editions, formats, delivery options and pricing can change. The purchase links below are searchable retailer links so readers can locate the edition and format available in their region.
1. Books written for Administrative and Executive Assistants
	Book
	Author
	Why it is useful
	Purchase / find

	The Modern-Day Assistant
	Lucy Brazier
	A modern guide to developing the assistant role beyond traditional task support and becoming a strategic business partner.
	View book

	The Leader Assistant
	Jeremy Burrows
	Practical guidance on leadership, influence, career development and wellbeing for assistants.
	View book

	Evolved Assistant: Unlocking Success in a New Era for Administrative Professionals
	Tara M. Sims
	A contemporary resource focused on administrative excellence and succeeding in an evolving profession.
	View book

	The Exceptional PA: Move from Good to Great
	Heather Baker
	Professional development for PAs and EAs who want to increase their effectiveness and impact.
	View book

	The Definitive Personal Assistant & Secretarial Handbook
	Sue France
	A broad handbook for secretaries, PAs, office managers and EAs.
	View book

	Administrative Assistant's and Secretary's Handbook
	James Stroman, Kevin Wilson and Jennifer Wauson
	A comprehensive reference covering communication, meetings, records, presentations and office responsibilities.
	View book

	The Innovative Admin
	Julie Perrine
	Encourages administrative professionals to innovate, build capability and take ownership of career development.
	View book

	The Executive Assistant Toolbox
	Rita Gunning
	A practical reference for the day-to-day and strategic responsibilities of an Executive Assistant.
	View book

	Who Took My Pen...Again?
	Joan Burge and contributors
	Workplace lessons, career insights and practical experiences from Executive Assistants.
	View book

	Red Lipstick ON!: Stop Waiting. Start Living Boldly
	Joan Burge
	A memoir-style empowerment book about courage, confidence, resilience, reinvention and choosing to live boldly.
	View book

	Underneath It All
	Joan Burge
	Professional insights intended to help Administrative Assistants grow, develop and reach new levels in their careers.
	View book

	Give Yourself Permission to Live a BIG Life
	Joan Burge
	A personal-development resource encouraging women to give themselves permission to live with greater intention and possibility.
	View book

	Joan's Greatest Administrative Secrets Revealed
	Joan Burge
	Administrative career lessons and practical strategies from a long-standing voice in the profession.
	View book

	ELEVATE Admins
	Chrissy Scivicque
	A career-development guide for Administrative Professionals who want to raise the bar and achieve excellence.
	View book

	Communication Strategies for Administrative Professionals
	Karen Porter
	Focused on professional communication, expectations, boundaries and workplace relationships.
	View book

	From Administrative Assistant to Executive Assistant
	Clive Grant
	A career-progression resource for assistants preparing to move into an EA role.
	View book

	The Executive Assistant Playbook
	Dae Stephenson
	Tools and strategies aimed at succeeding as an EA in the modern workplace.
	View book

	The Modern Administrative Assistant Handbook
	Vanitha Krishnan
	Covers calendars, meetings, communication, office operations, travel, workflow and document management.
	View book

	The Founder & The Force Multiplier
	Adam Hergenrother and Hallie Warner
	Explores the working partnership between a senior leader and a high-impact Executive Assistant.
	View book


Joan Burge Featured Collection
Joan Burge is a prominent author and educator in the Administrative and Executive Assistant profession. This expanded collection brings her assistant-focused books together with her confidence and personal-development resources.
• Red Lipstick ON!: Stop Waiting. Start Living Boldly - A memoir-style empowerment book centred on courage, confidence, resilience, reinvention and living boldly.  |  View resource
• Who Took My Pen...Again? - Secrets and workplace lessons from dynamic Executive Assistants.  |  View resource
• Joan's Greatest Administrative Secrets Revealed - Administrative career lessons and practical strategies for professional growth.  |  View resource
• Underneath It All - Professional insights aimed at helping Administrative Assistants progress to new levels.  |  View resource
• Give Yourself Permission to Live a BIG Life - A personal-development book encouraging women to live with greater intention and possibility.  |  View resource
• 5 BIG Life Pillars Workbook - A companion workbook built around wellness, career, family, financial and spiritual pillars.  |  View resource
2. Career Confidence and Professional Presence
• Red Lipstick ON!: Stop Waiting. Start Living Boldly - Joan Burge  |  Find or purchase
• The Elevated EA - Maggie Jacobs  |  Find or purchase
• Bet on Yourself - Ann Hiatt  |  Find or purchase
• The Confidence Code - Katty Kay and Claire Shipman  |  Find or purchase
• Likeable Badass - Alison Fragale  |  Find or purchase
3. Productivity and Personal Effectiveness
• Atomic Habits - James Clear  |  Find or purchase
• The 80/20 Principle - Richard Koch  |  Find or purchase
• Pomodoro Technique Illustrated - Staffan Noteberg  |  Find or purchase
4. Communication, Influence and Difficult Conversations
• Crucial Conversations - Joseph Grenny, Kerry Patterson, Ron McMillan, Al Switzler and Emily Gregory  |  Find or purchase
• Never Split the Difference - Chris Voss  |  Find or purchase
• Influence - Robert Cialdini  |  Find or purchase
• How to Work with Complicated People - Ryan Leak  |  Find or purchase
5. Leadership and Strategic Partnership
• Dare to Lead - Brene Brown  |  Find or purchase
• Mindset - Carol S. Dweck  |  Find or purchase
• Managing Up - Melody Wilding  |  Find or purchase
6. AI and the Future-Ready Assistant
• 300+ AI Prompts for Executive Assistants & Administrative Professionals - R. Eliot  |  Find or purchase
7. Purchasing Options for South African Readers
Availability and delivery differ by title, format and region. Readers can compare paperback, hardcover, e-book, audiobook and second-hand options through these retailers:
• Amazon South Africa
• Exclusive Books
• Takealot
• Loot
• Amazon.com
• Bookshop.org
• Barnes & Noble
PANSA Essential 12
A focused starter library for members who want a balanced programme covering the profession, strategic partnership, leadership, productivity, communication, influence and future readiness.
1. The Modern-Day Assistant - Lucy Brazier
2. The Leader Assistant - Jeremy Burrows
3. Evolved Assistant - Tara M. Sims
4. The Exceptional PA - Heather Baker
5. The Innovative Admin - Julie Perrine
6. The Definitive Personal Assistant & Secretarial Handbook - Sue France
7. ELEVATE Admins - Chrissy Scivicque
8. The Founder & The Force Multiplier - Adam Hergenrother and Hallie Warner
9. Atomic Habits - James Clear
10. Crucial Conversations - Joseph Grenny and co-authors
11. Never Split the Difference - Chris Voss
12. Dare to Lead - Brene Brown
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