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Assessment #1 – The job Functions of a PA / Secretary
1.1 List the primary duties / functions of a PA or secretary
· Acting as a first point of contact
· Helping a manager to make the best use of their time by dealing with secretarial and administrative tasks
· Reading, monitoring and responding to your manager's email
· Answering calls and liaising with clients competently, client liaising – meeting and greeting visitors at all levels of seniority
· Preliminary drafting of correspondence on your boss's behalf
· Diary management - organising and maintaining diaries and making appointments
· Travel arrangements – booking and arranging travel, transport and accommodation
· devising/maintaining office systems, including data management and filing
· Document production – briefing papers, reports and presentations
· Preparing papers for meetings, taking action points and writing minutes
1.2  What is the main purpose or objective of PA services
The role of a PA is to free the manager’s time from organising and administrative tasks so that they can spend maximum time on strategic tasks.  To be fully aware of their manager’s goals because helping them achieve their objectives is a fundamental to the role.  To prioritise and remain focussed under pressure.  Considered to be a confidante and sounding board to share and discuss ideas and challenges with.  Must be proactive and capable of making independent decisions on behalf of your manager.  
1.3 What are the PA/secretary’s responsibilities with regard to confidentiality?
The ability to maintain confidentiality in sensitive matters is a fundamental requirement of the PA role.  It is important to have discretion and an understanding of confidentiality issues. Confidentiality builds trust, confidence and security in others as well as respect. You must never betray your manager’s confidence or you will lose trust and respect.
2 Punctuality and loyalty are essential in the provision of PA services – discuss
As a PA, you should get to know your boss, and make sure that you understand their personality. Also remember to focus on the details.    Punctuality is more than just a sense of timing; It shows your reliability, your organisation and ultimately, that you take pride yourself, it is a sign of professionalism and helps you stand out as being a dependable and trustworthy employee.  A PA is someone that can be completely relied on, no fears regarding their honesty or devotion to the tasks at hand.  PA’s are often privy to their manager’s/employer’s confidential or personal information.  To share this information with any other person would be highly unprofessional and a breach of trust.  
3 Describe a typical day in the life of the professional PA or secretary
Typically providing support to your manager, acting as a gatekeeper.  Checking emails, deal with urgent issues and plan your day according to priorities.  The content of the emails will largely shape the tasks for the day.  Keeping on top of Manager’s appointments, booking travel arrangements, preparing presentations, and co-ordinating meetings.  Dictations and document production.  




