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This online meeting system technology uses lots 
of memory & system resources, so please… 

 Close your email program 
 Close all browsers 
 Close all programs on your computer 

other than this GoToWebinar system 

Consider taking this attitude starting right now: 
Something discussed today will be a significant positive game-changer for my business 

I want to focus so I don’t miss it 

How much benefit do you want from today’s session? 
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I am in need of an administrative assistant.   
 
What do you recommend? 

Question 



We call this position 
Administrative Manager (AM) 

 
You’re seeking a manager, not an administrative assistant. 
 
Your Administrative Manager will serve as “Project Leader”  

 Helping you build your team of Subject Matter Experts 
 Orchestrating assignments for client progress meetings 
 Coordinating your Subject Matter Experts 
 Holding your Deliverables Team accountable for fully 

delivering the mechanics of Truly Comprehensive Financial 
Services™  



We call the position 
Administrative Manager 

 
If your Administrative Manager is the Project Leader then  
what’s the project?   
 
The project is..  
“Creating an extraordinary client experience delivering Truly 
Comprehensive Financial Services™” 



There are 10 steps to 
hiring an effective 

Administrative Manager 



Hiring an Extraordinary Administrative Manager 

1. Finalize 
Position 
Agreement 

2. Establish 
Key 
Performance 
Measures 

3. Find 
Candidates 



1. Finalize the Position 
agreement 

 
 Short version (1 pager) 
 Long version  



2. Establish Key 
Performance Measures 

 
 Establishes expectations 
 Measures progress towards 

mastery 







3. Find Candidates 
 

Each member of your team 
 

 500 emails to family, friends, colleagues, 
past associates, vendors 

 Reach out to your LinkedIn contacts too 
 Job boards & advertise position 



Hiring an Extraordinary Administrative Manager 

6. The Rule 
of 3s 

4. Screen 
Candidates 

5. Initial 
Interview 



4. Screen Candidates 
 

 Give candidates an assignment before 
you offer an interview 

 If results of the assignment aren’t up to 
your standards, then politely disengage 

from the candidate  
(quickly… & move on to the next 

candidate) 











5. Initial Interview 
Goals of the first interview 

 Confirm skills 
 Confirm the candidate is a collegial 

“team player”  
  (good personality fit) 

 Decide whether this candidate has the 
leadership skills required to get things 
done through others  

 & keep the project moving forward 





6. The Rule of 3s 
 
 

 Three interview process 
 Three individuals conducting interviews 

 



Hiring an Extraordinary Administrative Manager 

8. Trial 
Period 

7. Check 
References 
(leadership) 

10. Team 
Award 

9. Compensation 



7. Check References 
 
 

 Ask for examples of leadership 
 Ask for peers, co-workers, volunteer 

associates 
 Check at least 3 references  

(The Rule of 3s) 
 



8. Trial Period 
 

 4-month trial period (try before you buy) 
 Allows 4 months for Administrative Manager to 

demonstrate mastery 
 Must complete your training program and be 

performing at your standards by the end of 4 
months 

 Job becomes permanent after 4 months 
 (AM responsible for making sure the “AM 

Expectations” conversation (review) is on your 
calendar at least once every 4 months) 



9. Compensation 
10. Team Award 

 Compensation is usually salary, but can be hourly 
wage 

 Does not have to be full time at the beginning 
 Virtual Administrative Manager (VAM) 

 VAM is better than none 
 Work towards full-time, in-office position 

 Establish how many Ideal Clients you will require 
in order to be able to budget for a full-time, in-
office Administrative Manager serving as your 
team’s Project Leader. 

 



Administrative Manager Compensation Model 



Base Comp Criteria (55%) 
 Proactive regular status-update check-ins  

 Demonstrates ability to continually make “forward progress” 
implementing the 11-steps of Truly Comprehensive Financial 
Services™. 

 Effective Project Leader 
 Quality & quantity of Subject Matter Expert work is  
 high. The Client Prep Packets™ completed prior to  
 deadlines  Subject Matter Experts regularly collaborate  
 (submit The Interaction Logs™) 

 Extraordinary Dry-Run Prep Meetings™ 
 Dry-Run Prep Meetings™ are useful to the Trusted  
 Advisor in preparing for client progress meetings 



Merit Bonus Criteria (30%) 
 Work submitted  
 Prior to the deadline, and 
 Prior to “date promised”  

 
 Insists that SMEs collaborate 

 (The Interaction Logs™ quality & quantity 
are improving at all times) 
 

 Key Performance Measures:  
 Bonus tied to increases in scores 



Team Award Criteria (15%) 
 Increased Referrals/ Referral Rate  

 Retention Rate 
 The Advisor Value Score™ (AVS) 
 AVS Increase (movement since last bonus) 
 AVS above +81 
  Promoters (score 9-10)  
  loyal enthusiasts who are fueling your growth. 
  Passives (score 7-8)  
  satisfied but unenthusiastic  
  Clients who are vulnerable to competitive offerings. 
  Detractors (score 0-6)  
  unhappy clients who can damage you and  
  impede growth through negative word-of-mouth. 
 Indispensability percentage above 95% 

 



Administrative Manager Compensation Model 
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