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Assignment 1

List the primary duties/functions of a PA or secretary. 
The primary duties and functions of a Personal Assistant or Secretary is to assist the employer with day to day activities particularly office duties which are to be carried out in sync with how the employer would carry out a task. It is also expected to act as a liaison between the employer and the company and from time to time additional tasks to keep the company running smoothly
What is the main purpose or objective of PA services? 
The main purpose of a PA is to ensure smooth running of the day to day activities ensuring all the menial tasks get done whilst the employer focuses on running the company/department. To be present for meetings and to support the employer as required always being on time and keeping information confidential to avoid office gossip. A PA should also be aware of their surroundings and ensure a smoot running of the office, if something is inefficient this would be a hinderance on the team always look to improve.
What are the PA/secretary’s responsibilities with regard to confidentiality? 
Everything said in a PA’s presence is confidential. Idle gossip or rumour spreading is considered unprofessional and a break in loyalty it also creates doubt between the employer and the PA as the employer will no longer trust the PA
Punctuality and loyalty are essential in the provision of PA services - discuss. 
[bookmark: _GoBack]Loyalty and punctuality are a given in any profession but especially a PA. It is considered rude and disrespectful in some cultures to be late and a lack of respect for another person’s time. A relationship built on trust and respect is key to be a successful PA. Arriving on time promotes confidence between the employer and the PA as it shows willingness and commitment to work
Describe a typical day in the life of the professional PA or secretary.
If possible, arrive a few minutes early to air the rooms, switch on lights heating/air conditioning (if required). Ensure the desk is set up for the day, pens and notebooks handy then check the diary and to do list to prioritise the day ensuring all tasks are covered. Spend a few minutes liaising with your employer to ensure they have all meetings in hand and if there is anything that requires preparing or ordering i.e lunch for meetings or any previous documents that maybe required for a meeting. Ensure all daily or monthly recurring tasks are completed as required and check off the to do list as tasks are completed. Last task is always to create a to do list for the following day whilst everything is fresh in the mind. Ensure the desk is left clean and tidy and all miscellaneous items are put away in draws
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