
Executive support, with the next step in view

A Notion system built by Neema Kizigha
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A meeting can end with good decisions and still leave everyone wondering who is doing what. I
built this system to keep the work visible: what needs doing, who owns it, when it is due and what
needs attention.

My contribution
I organised an executive workspace around priorities, decisions, action tracking, operating
procedures and reporting. Each part has a clear place, with linked source records and views for
follow-up.

Skills demonstrated
Executive support, administrative organisation, project coordination, follow-up planning, SOP
documentation and Notion database design.



01 / One place to start the day

Executive Operations Dashboard - actual workspace screenshot
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Daily priorities, decisions, follow-through and wider visibility each have a clear place. I use this
structure to make the next review easier to navigate.





03 / Keep the reason connected to the work

Linked meeting and decision - supplier payment preparation example
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The action stays blocked while approval and evidence are outstanding. The record explains the
next step and completion check, with links back to its meeting and decision.



04 / Make preparation repeatable

Executive Calendar Management SOP - actual procedure screenshot
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Check purpose, participants, logistics and preparation time. Review conflicts, escalate when
needed and keep the meeting connected to its source records.



05 / Give an update someone can use

Special-situation briefing - fictional supplier delay scenario
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What changed? What needs attention? What decision is needed? What is at risk? What happens
next? The briefing gives each question a direct answer.



How I turn the system into support

Clear priorities. Visible responsibility. Consistent follow-through.
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Start with the work
Review priorities and upcoming commitments. Prepare meetings, confirm what the executive
needs to know and protect preparation time.

Keep the next step moving
Capture decisions, confirm action owners and deadlines, follow up on blockers and record
completion evidence. A completed sample Q3 register review records its owner, completion date
and review criteria.

Keep the executive informed
Give a concise update on changes, risks and decisions. Keep the detail available in the linked
records for when it is needed.



