Assessment 1
1.
i. The primary duties of a PA are to be the main point of contact for those involved with the business who want to communicate with the individual that an assistant supports. In addition to this, a number of other varied organisational tasks such as accounting and marketing can be assigned.
ii. The main purpose of a PA role is to relief the manager of organisational tasks, as they often have very busy schedules and to assist with the efficient operation of the office environment.
iii. A manager has to instil a huge amount of trust within their PA as they often have to deal with confidential information and want someone who will not cause disruption within the working environment or with stakeholders of the business.
2. 
Punctuality and loyalty are two essential functions of a PA role. Being on time to work shows that an individual is serious about the job and has good personal time management skills, something that is key in organisation. As aforementioned, a manager is inputting a huge amount of trust within their PA, so it is crucial that the PA counters this in respecting their manager and remaining loyal by not spreading rumours or involving themselves in gossip. It is important to remember why you are in a job. 
3.
[bookmark: _GoBack]In terms of efficient working, it is useful to set a daily routine. When a PA gets into work, writing key tasks for the day is beneficial so that even if an unexpected, urgent task crops up that needs attention, the most important jobs for the day are also completed. Once a task is completed, this can be ticked off the list which also adds to a sense of achievement. Keeping a diary (electronic and/or paper) can help with this and remind the PA of previous tasks undertaken. Keeping a tidy and organised work area is also beneficial so as no important paperwork is lost and the whereabouts of everything is known so no time is wasted searching for anything. Tidy desk tidy mind!


