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OVERVIEW
OF THE
INSTITUTE
In these times of rampant competition
and constant evolution of market
forces it is becoming difficult for
overworked entrepreneurs,
businessmen and working
professionals to keep up with all their
work and responsibilities. The day to
day requirements to run an office
needs just as much attention from
working professionals as taking a huge
business decision. In many situations
they find themselves gasping for air
and trying to keep up with their to-do
lists. It is then that the need of a
professional, skilled and resourceful
assistant arises. An assistant is a
person who can run the train while his
boss looks at the big picture. Not only
does this profile requires a person to
be reliable but also trustworthy. So, if
one needs someone else to handle the
minutest of details and also to keep
up with schedules, then it is best an
assistant is hired and employed to
keep work in order.

Assistants have been around since
time immemorial. No one has ever
made it big all alone and done it all by
himself. Sadly, these are people who
are working behind the curtain and
backstage. Many a great people have
had this pillar with them all along but
they function like the unsung heroes
and not much has been said about
them and not much light has been
shed on these profiles until now. 

The importance of a Personal
Assistants and Executive
Assistants in today’s world
cannot be undermined. The
business heads, CEOs, CFOs and
head of organisations need to be
kept on schedule so they can
focus on all the important roles
they play and decisions they take
and this can be done only by a
super-efficient assistant. 

Anybody who is busy professionally
right from heads of media houses,
channel heads, business magnets to
university deans to actors to sports
personalities and politicians needs
a reliable and dynamic person
holding the fort at all times. Not
enough can be said to comprehend
the importance of personal
assistants and secretaries. The arena
of their knowledge has to be as
wide and all encompassing as their
bosses. It is not possible for 



people of importance to function smoothly without an assistant
classifying information as ‘important’ and ‘can wait for later’ at all times
so as to avoid intrusions. Sadly, assistants for many years learnt
everything on their own and figured out ways to streamline the loads of
work that comes by in a day. They got no professional training and a
degree to certify their expertise and knowledge. They got on job training
and learnt from mistakes. It is disheartening to see why PAs and EAs
industry did not get its due even when their work is of such value. With
business operations getting complicated by the day and herculean deals
being made all around the world the need for PAs, EAs and secretaries
to be trained and certified has become important. But, now the
challenge is to find such dependable and dynamic professionals to run
office when the boss is travelling or busy with other businesses.

iPAT Institute, Pune has been established to meet these needs for the industry.
iPAT has not only recognised this need of the business world but also set sail to
provide many such professionally trained assistants to heads of organisations,
politicians, actors and sports personalities etc. iPAT institute has spear headed
to train, groom and deliver professional to the business world who can take up
this challenging profile. The institute has been launched with the mission to
provide education pertaining to this industry and also placing them at various
positions like that of PAs, EAs, Secretaies, Liasioning officers to Public Relations
officeretc. Not restricting themselves to only training and placement iPAT also
has taken an oath to organise and establish the PA, EA industry in the business,
professional, political worlds.

In the past two decades, many new sub industries have cropped up from
the already existing cloud industries. Sports has come off from just the
players to coaches to commentators to boards to tournament organisers
to sponsors. Similarly, our age-old tailor work has now become a full-
fledged industry with fashion being now treated as a technology and
normal fabric becoming an engineering subject. iPAT has only
understood this trend and has chalked out exclusively designed courses
to train and educate candidates to learn and understand the challenges
of the profile. The curriculum has been designed carefully to cover all
aspects of the work they would be expected to handle. The syllabus is
rich and trains them to achieve and grow at workplace manifold. 

Managing paperwork, writing emails, reports, memos and minutes of
meeting, answering calls, setting meetings, handling clients, maintaining
relations with staff and internet etiquettes all fall under the purview of
this course. It’s a complete package to start one’s career as an assistant
and there is so much to take away from the entire course because of the
esteemed faculty iPAT has chosen for its candidates. No stone will be left
unturned to educate and get candidates job ready and be placed at
offices that matter and make a difference in the employer’s work life. 

iPAT understands that keeping an assistant is like investing in yourself
and so the institute has taken up on itself that all candidates get
outstanding along with hands on knowledge by visiting faculty and
industry heads as guest speakers. The duration of this course is 45 days


