List the primary duties/functions of a PA or secretary. 
The duties of a PA or secretary can be very varied depending on the size, and type of business you work for. From booking travel, taking minutes in company meetings, processing payments and reconciling credit card statements, keeping the office tidy and organised, ensuring stationery supplies are restocked. 

What is the main purpose or objective of PA services?
You work as a liaison between the boss, and the rest of the work force. Your job is to keep the office functioning efficiently, whilst working closely with your employer to keep them organised. You are there to relieve your boss of tasks that they do not need to be personally involved in, like office procedures, but that have a serious wider impact to the office environment if they aren’t managed correctly.

What are the PA/secretary’s responsibilities with regard to confidentiality?
A PA or secretary will have access to confidential information before other members of the team. It is important for the PA to ensure they stay professional when given confidential information, and not participating in spreading idle rumours which could cause issues for the wider team. Being a PA is a role that you need to stay professional at all times, as you work so closely with Senior Management.

Punctuality and loyalty are essential in the provision of PA services - discuss. 
As a PA you will be working closely with your employer, or a team and therefore need to be able to build a good working relationship with them. The relationship will quickly break down if you aren’t punctual or loyal to your employer. By being punctual, you arrive early to meetings, set up the office before others arrive, and ensure the office is in a good working order for the other employees to be able to complete their tasks. Equally, loyalty is and important attribute to be a successful PA, as this will help you build a better working relationship with your employer. Employers need employees that they can trust in a busy office environment to complete tasks efficiently. An employer does not just want a well-educated, efficient employee who does not show loyalty. 

Describe a typical day in the life of the professional PA or secretary.

[bookmark: _GoBack]You will usually be the first person to arrive into the office and ensure that the working environment is tidy, and comfortable for all employees to work in. You will then consult your calendar to look at any meetings or appointments are set up. Send a reminder to your employer of anything they need to be aware of. Your day can be filled with running errands, organising couriers, ordering office supplies. Make sure you keep an organised to do list at your desk, with notes for messages or tasks you still need to complete. As the role can be varied and reactive, ensure you are completing the most important tasks first. If you are given other projects to work on, make sure you check with your boss to find out which tasks take priority.
