
EXECUTIVE MEETINGS  High-level meetings come with even higher expectations for the 
day. The pressure is on EAs to create the perfect setting which projects the right 
image and caters to the attendees, as Sadhbh Warren found out

HigH-level executive meetings are unlike any other. They need  
a productive and innovative space, with no distractions or interruptions.

Increasing amounts of businesses are holding these key meetings off-site in 
search of just those advantages. A recent Hilton Worldwide survey found meeting 
planners and executives alike felt offsite meetings delivered more, with 87% saying 
they benefited from a relaxed and fresh environment and 67% agreeing that these 
executive meeting spaces enhanced their company’s image. And it’s not just the 
aesthetics – the majority felt meetings hosted away from the office are more productive.

Prioritising Productive tHinking
Taking time off-site makes a strong statement about the importance of the meeting’s 
goals. Away from distractions and routine, participants can fully engage without being 
interrupted by a phone call, an email, or a colleague in the corridor, as they might 
be in the office. External venues specialise in creating environments to inspire these 
productive gatherings, says Amanda Lovett, assistant director of sales at The Star 
Sydney. “Engaging participants through a unique venue, ground-breaking technology, 
fresh cuisine and different experiences can lead to truly inspiring conversations.”

What’s more, learning and innovation are enhanced in a disruption-free setting. 
Research by Loughborough University in England found that off-sites are significantly 
more effective at increasing learning. Respondents also agreed that a new and neutral 
environment encouraged a fresh approach to issues and more innovative thinking. 

Regular patterns of behaviour generally lead to unexceptional results. Everyone’s 
seen ongoing meetings where attendees sit in the same chair, eat the same food, and 

Taking 
iT To The

ToP
Be prepared
Steps for planning a great offsite:
1. Identify the meeting’s structure and 
objectives and find a venue that can support 
that – do you need breakout zones, top-
level teleconferencing, specific catering or 
specialised AV?

2. A property site visit is a must-do where 
possible - this allows you to visualise the flow 
of the day and ensure that the venue meets 
your expectations. 

3. Plan the day realistically - build in the 
extra travel time, and make sure guests have 
appropriate transport to get there.

4. Don’t plan more than can be achieved in 
the time you have. Remember that attendees 
will enjoy a little extra time to appreciate the 
food and their surroundings.
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Donna Gamez Gabriel, program office 
manager at Telstra, and self-confessed 
“control nut” when it comes to high-level 
engagements, shares her offsite checklist 
1. Have a list of items needed on the table; 
stationery, agendas with the names of the 
attendees, packs, water, etc. 

2. Have all required direct phone numbers on 
hand: for attendees in case you need to find 
them, for your onsite catering and IT support, 
and the EAs or PAs of attendees.

3. Ensure that anyone you could need to 
contact during the meeting, such as PAs and 
IT, know about the meeting so that they’ll pick 
up your call straight away.

4. Most of all, always wear a smile and remain 
calm! Attendees will look to you if anything 
goes wrong. If you look panicked, it sends 
the message that your executives weren’t 
fully prepared for the meeting. Smile, excuse 
yourself from the room, and work in the 
background to get any issues sorted.  

settle into the same patterns of thinking and interaction as at the last meeting. By 
going somewhere new, you mix things up and lift the barriers to creativity, Amanda 
points out. “Taking executives out of the boardroom to an external venue offers them 
fresh perspectives that can reinvigorate the conversation. Different experiences 
inspire different conversations.” 

setting tHe scene
An onsite meeting room can be a great resource if it’s suitably sized and clean. The 
last thing you need before that board meeting is to walk in and find a mess from a 
previous engagement. But what use is a room that’s always empty? It’s a dilemma; 
in high use, company meeting rooms get messy and shabby. In low use, they’re a 
constant ongoing expense.

Finding room with the right fit for your gathering is often easier – and cheaper 
– than designing and maintaining one at the office. A report by CBRE, Space 
Utilisation: The Next Frontier, showed organisations tend to build large meeting 
rooms, but most meetings are small. As rents are often the second-biggest cost for 
a company after payroll, this wasted space is wasted money. 

While an impressive room that doesn’t do much has a high cost, a mediocre or 
shabby venue projects the wrong image. If you need to go the extra mile to impress, 
the venue is crucial as it reflects on the company and the hosting executive. You can 
impress even the most jaded guests by finding spaces that tell a story in themselves, 
suggests the team at TFE Hotels. “One-of-a-kind hotels create talking points for 
delegates and make events more enjoyable. Meeting in a beautiful heritage building 
– such as the 1926-built Hotel Kurrajong in Canberra, where countless former Prime 
Ministers have met and even lived – creates a special atmosphere.”

High profile venues, such as The Star Sydney and Crown Hotels, can also offer 
discrete arrival and departure options, an onsite events team and security experts 
highly experienced in looking after high profiled executives. 

These luxury venues are used to accommodating corporate VIPs, each with their 
own requirements for privacy and security, so you know your VIPs are in good hands 
even when they are out of yours. 

PAs for PAs
The additional assistance available isn’t just for your megastars. Hotel event special-
ists offer tailored support and a deep knowledge of local resources and suppliers. 
In addition to technical and logistical support, most venues have chefs on hand to 
serve menus designed for your day – forget trays of stale, dry sandwiches! – and staff 
to serve so the remains of lunch aren’t still littering the table hours later. Accor, for 
example, offer Mercure Hotels Mindful Meetings, healthy-choice meeting-packages 
including menus by qualified nutritionists and a suite of activities to boost energy, 
mood and collaboration. And if downtime is needed, venues can organise leisure 
breaks to fit your executives’ preferences, such as time in a spa, the gym, or in-room 
private yoga sessions.

High-level meetings mean you’ll be busy, so make use of all the expert assistance 
you can, says Amanda. “Executive and Personal Assistants have longer to-do lists 
than most! Hosting events at an external venue takes the stress out of organising; 
you have a team of event professionals working for you, providing assistance from 
AV to styling, banqueting to security and more. These experts in their fields can 
offer solutions to suit your needs and budget.” 

With clear goals, good communication, an impeccable venue and expert 
assistance on hand, your event is bound to engage and revitalise everyone involved. 
After all, a successful meeting should leave everyone feeling accomplished and 
energised about getting back to work – including the organiser! E
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