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From Treadmill to Legacy:
How the Right Executive Assistant Supports Every
Stage of Business

If you’re familiar with our partners at EntreLeadership, you know that growing a business isn’t
a rinse-and-repeat journey. It’s a journey through five distinct stages that every business

owner must navigate:

Each stage brings new challenges,
new leadership demands, and new
opportunities to grow.

Not sure where you fall today?
EntreLeadership offers a

to help you identify
what stage your business is in.

Many business owners assume support
like a BELAY Executive Assistant only
makes sense in the earliest stage of
business when you’re overwhelmed or
drowning in administrative tasks.

But the truth is, the right Executive
Assistant becomes more valuable as
your business grows.

From helping a Treadmill Operator
reclaim valuable time to helping a Legacy
Builder protect their leadership focus,
the right EA can create margin and
momentum at every stage of business.

Here’s how.
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STAGE 1: Treadmill Operator

At this stage, you’re the chief everything officer. You’re doing the work that generates
revenue while also handling email, scheduling, paperwork, and operations.

The fastest way off the treadmill is delegation. A BELAY Executive Assistant is the perfect low-
overhead solution to getting administrative tasks off your plate so you can focus on revenue-

generating work and strategic growth.

Hiring a BELAY EA for just 30-45 hours a month means you can delegate time-consuming tasks like:
gl
g Calendar management and
o =-° meeting scheduling

M Inbox organization and

email responses

Document preparation
and formatting

Preparing meeting agendas
and notes

22 P

Travel planning and .@ CRM updates and contact
x logistics ﬂa- management
$: Invoice follow-up and

payment tracking

Impact:

Freeing just a few hours each week allows you to focus on marketing, sales, strategy, and
other critical activities that move your business forward.
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STAGE 2: Pathfinder

At the Pathfinder stage, you’re leading people. The challenge shifts from doing the work to
aligning and managing a team.

Communication, clarity, and consistency become critical.

A BELAY Executive Assistant helps ensure your team stays aligned by organizing information,
supporting communication, and reinforcing your mission and priorities.

At this stage, your BELAY EA could expand their
scope to support tasks like:

OO o L
- @ : Internal communication coordination

oY

Y/ ?‘\ External vendor management
@

Documenting processes and SOPs

Tracking team goals and action items

Managing leadership meeting logistics

Updating company documentation

Organizing onboarding materials

Impact:

Your EA becomes the operational glue that helps keep your growing team aligned and
moving in the same direction.
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STAGE 3: Trailblazer

In the Trailblazer stage, your business is growing fast. Opportunities are everywhere, but the
pace can feel chaotic without strong systems and processes in place.

A BELAY Executive Assistant helps bring order to the growth by supporting planning,
improving workflows, and keeping leadership organized.

Move beyond simple task delegation to your EA being a true partner with more ownership in

high-level tasks like:

@ Project management
°® coordination

©.

Process documentation
and improvement
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Leadership team
scheduling and logistics

KPI dashboard updates
and reporting

Impact:

Your EA helps create repeatable
systems and processes that make
scaling possible.

Strategic planning meeting
preparation

Cross-team communication
support

Workflow automation
research
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STAGE 4: Peak Performer

Peak Performers have strong teams, clear leadership, and a thriving business. The risk at this
stage isn’t chaos. It’s complacency.

Leaders must stay focused on innovation, culture, and growth.

At this stage, you may benefit from partnering with one of BELAY’s Senior Executive Assistants to
protect your time so you can focus on leadership development and strategic initiatives.

They have the experience and trust to handle tasks like:

Priority management through calendar protection
[ ] . o

* Board meeting coordination

l i l High-level team communication and collaboration

l{i}i_ Performance report preparation

Y
ZQ:' Strategic initiative tracking
) I

‘ﬁ"fﬂ.{’ Leadership retreat planning
L)
wz Market research coordination

Impact:

Your EA becomes a strategic partner who protects your leadership focus.
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STAGE 5: Legacy Builder

Legacy Builders are thinking about succession, long-term impact, and the future of the company.

Your time becomes more valuable than ever. Your focus should be on leadership transition,
mentoring future leaders, and protecting your organization’s mission.

By now, your other senior leaders should likely be leveraging BELAY Executive Assistants of their
own. But keeping trusted support by your side will help you stay organized and focused during
this critical transition.

Your Senior BELAY EA can own work like:

ik Leadership meeting

[ B X )
‘""""W coordination
o
Succession planning
° documentation
® @ ® Investororboard x Executive travel
**v communication support coordination
(ﬁ.z Documentation of key processes

Event and speaking
logistics

|§.

Strategic calendar
management

GiE

and institutional knowledge

Impact:

Your Sr. EA helps preserve the systems
and structure that will carry your business
into the future.
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The Common Thread at
Every Stage

At every stage of business growth, leaders face the same challenge:
There are always more demands than hours in the day.

The difference between leaders who stall and leaders who scale often comes down to what
they choose to delegate.

BELAY has the nation’s largest pool of experienced, U.S.-based Executive Assistants who
understand your stage of business and can scale with you as you grow.

Our flexible monthly service packages allow you to get the right level of support for your
current stage of business:

45 hours per month — ideal for early- 110 hours per month — high-level

stage delegation and reclaiming time operational and leadership support

65 hours per month — consistent 135 hours per month — robust executive
support as your responsibilities grow partnership for complex organizations

85 hours per month — expanded
partnership as your team and
priorities scale

This flexibility allows you to start where you are today and expand support as your business grows.

Find the partner you need to reclaim your time, stay focused on your highest-value work, and
lead your business with clarity and margin at every stage.
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