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● I’m a 22 year Air Force veteran. I have trained as 

an Administrative Assistant my entire career.

● I started my own 1-woman admin company 

providing support to retired military and DoD 

members. I then expanded and created VEXA 

Services.

● Today’s software wasn’t helping me do my job 

effectively. I teamed with a much smarter 

friend and created VEXA Software.



VEXA Software
Software for Executive Assistants build by Executive Assistants

● Meet my principals

● Make it work

● Your “make it work” moment(s)

● VAST introduction



Meet my Principals



Micro-Detailer

● Wants all the minutia for every event

● Who is hosting

● What is her role

● What does the event look like

● Who is she seated with

● Does she need to bring a gift



International Traveler

● All travel must be tracked

● Has government clearance 

so it must also be reported

● Flight

● Visa

● Immunization

● Hotel

● Ground transportation

● Local contacts

● Embassy information

● STEP



Independent 
Consultant

● Invited to multiple events

● Dinners

● Guest speaker

● Media engagement

● Meetings



The Assistant

● I need to know everything about everyone

● Spouses and kids

● School 

● Vehicle information

● Allergies

● Drink preference

● Travel preference



Make it WORK



Micro-Detailer



Micro-Detailer



My fix



International Traveler



International Traveler



My Fix



Independent Consultant

Get Invitation
Create Folder

Route through
Office

Get Principal
InputRSVP

Thank You
Notes

Follow up
Invoicing



My Fix



Independent Consultant



My Fix



The Assistant



YOUR “Make it 
Work” Moments



A BETTER Way



VAST

● Created by EAs for EAs

● Sits on top of Google and Outlook

● No need to transfer to an entire new system

● Easy, intuitive forms

● Get rid of homegrown templates, forms, spreadsheets and databases

● Make your work life easier and better organized



Micro-Detailer



Micro-Detailer



International Traveler



International Traveler



Independent Consultant

Atlantic Council

Reception iho John Doe

The Metropolitan Club, Washington DC

4 Nov 2022 6pm-7pm

Business Attire/Cocktail Dress

30 Jul 2022

13 Oct 2022

202-555-0001

You regretted last 2 
invites from Atlantic 
Council

No current conflicts



Independent Consultant



The Assistant



Wrap Up
Software for Executive Assistants build by Executive Assistants

● Meet my principals

● Make it work

● Your “make it work” moment(s)

● VAST introduction



(703) 609-9464 info@vexasoftware.com
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