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PERSONAL ASSISTANT

Person Specification

	Education and Training
	Essential
	Desirable

	Good standard of general education

	Essential
	

	Experience
	
	

	Minimum 3 years experience in a high level PA role 

	Essential
	

	Administrative and secretarial experience

	Essential
	

	Experience of working in a diverse environment
	
	desirable

	Previous experience of working with disabled people
	
	desirable

	Skills and Knowledge
	
	

	Advanced skills in the use of Microsoft Office packages including Excel and PowerPoint

	Essential
	

	Ability to work under pressure, plan and prioritise work 

	Essential
	

	Excellent verbal and written communication skills

	Essential
	

	Ability to work on own initiative

	Essential
	

	Accurate minute taking, record keeping and general administration

	Essential
	

	Personal Attributes
	
	

	High level of discretion, tact and diplomacy when dealing with sensitive and confidential issues

	Essential
	

	Very methodical in approach
	Essential
	

	Good attention to detail
	Essential
	

	Confidence and ability to deal with a wide range of people

	Essential
	

	Flexible approach

	Essential
	

	Self motivated

	Essential
	



