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Personal Assistant
The organisation and its work

The Centre for the Use of Research and Evidence in Education (CUREE) is an independent consultancy at the leading edge of knowledge management in education.  We work with a range of individuals and organisations, mostly in the public sector. Our website (www.curee.co.uk) gives you more information about projects we are currently involved in. 
The Post
You will be working in a fast-paced environment where much of the work is groundbreaking; there will be opportunities for the person appointed to contribute in a variety of different ways. The post is based at our offices in Coventry. 
· The core role is to  assist Philippa Cordingley (Chief Executive) and Paul Crisp (Managing
  Director) and contribute to specific aspects of office management.
Specific duties include:

	

	· establishing  a network of relationships with PAs for CUREE’s key customers and clients;
· liaising directly with a range of clients to organise meetings;

· diary management;

· logistics and travel management;
· maintaining confidentiality re sensitive issues;
· typing reports, correspondence, articles and presentations;

· maintaining a ‘bring forward’ system;

· managing correspondence including e-mail;

· phone reception and answering telephone queries;

· sorting and preparing post and correspondence;

· maintaining office systems including electronic and paper based filing; 

· taking minutes when required;

· carrying out identified aspects of office management and HR including maintaining confidential records; 
· hospitality; and
· other such duties identified during the course of the business.



All staff are expected to work collaboratively as part of a team and to undertake other duties appropriate to their post’s grade and nature.  There is an expectation that staff will seek actively to learn with and from colleagues and to stay up to date with developments relevant to their work.
Terms and Conditions

This is a full time post with normal hours of 37.5 per week.  Holiday entitlement will be 20 days per year (rising to 25 after 5 years) in addition to Bank Holidays.  Salary will fall within £17,000 - £20,000 depending on qualifications and experience.   

The company has a designated Stakeholder Pension Scheme, to which it makes a matching contribution of 4%.  

Person Specification

	
	Essential 
	Desirable

	Qualifications
	· good general standard of Education including:

· GCSE (or equivalent) Mathematics & English Language Grade A-C
· Level 2 or equivalent qualification in  word processing 
	· Level 3 or equivalent qualification in  word processing
· NVQ 3 Business Administration

	Experience
	· minimum 2 years work experience in a PA role
	

	Skills
	· ability to work effectively with others via telephone and in person

· ability to work collaboratively

· ability to work effectively and solve problems on own initiative and with direction
· ability to type and edit complex documents
· ability to draft simple correspondence

· good keyboard skills

· good personal organisation

· ability to manage detail

· effective time management and prioritisation skills
· ability to respond flexibly to changing demands

· ability to represent the company positively, accurately and courteously

	· experience of working in a time charged or project based environment


	IT Skills
	· Microsoft Word, Excel, Outlook

· electronic file management
· searching the web 
	· PowerPoint
· Access 
· Sage


	Personal attributes
	· optimism, cheerfulness and an interest in other people
· a positive and practical approach to problem solving
· honesty
· discretion
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