1. Diary management for me, Robin and Kate 
1. Travel arrangements for the whole of my team
1. For me, more proactive, strategic diary management – i.e. recognising what is important, categorising meetings and helping me to ensure I’m spending the right amount of time focusing on the right things
1. Inbox management for me – i.e. categorising Emails in a manner we agree, replying directly where appropriate, drawing urgent items to my attention
1. Making action lists for each day and chasing down my completion of time critical actions 

