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PERSONAL ASSISTANT AD TEMPLATE


[bookmark: _GoBack]Are you a young enthusiastic Office Assistant looking for a new boss?

I am looking for an extremely details focused person that's incredibly reliable to join my business as my PA. <I have had a FANTASTIC person already filling this position but she has decided to INSERT reason why left eg. move away to continue at university.>

You will need to be computer literate and be able to pick up new programs quickly. 

You will need to preform basic office duties including:

· Typing, filing, scanning
· Document preparation, printing and binding
· Sending invoices and reconciling payments in <INSERT PROGRAM>
· Emailing and diary management
· Updating websites
· Using client management software
· Event organisation 

<The position is in a really casual office so there is no need to wear heels or office clothing - casual dress day is every day!> 

This is not the normal "professional" office role - <I swear lots, I definitely don't do anything that comes across as "professional" and I couldn't care less!> 

What I'm looking for:

You need to be extremely details focused – I need you to think BEFORE me most of the time. 

You may get the opportunity and need to be able to travel for work (a few days, a few times a year) when I run events in various locations <eg. Brisbane, Melbourne>

You need to be really motivated to get shit done quickly and efficiently!

<If you are a little bit crazy and talk really fast - you will totally fit in!> 

Perks of the job:

<Part time hours, weekdays only.>

<Casual hours – currently I have around 15 hours per week, depending on how well you go, this will continue to increase as you are able to complete more tasks. The hours and days of the week will vary depending on the successful applicants circumstances.>

<Above award wages - room to earn more the longer you are with me.> 

Bonuses - I believe in rewarding my team for their hard work in the form of <gift vouchers, accommodation and lots more!> 

You get to work with me! Joking. 

(not joking)

Position is in <INSERT> so you must be living in the area and have your own transport.

Now time for me to see if you can follow directions:

Please send your resume with a cover letter that includes:

- Why you want to be considered for this awesome position 

- Where you want to head with your career, no BS goals thanks. Only the real stuff!

- Your previous Office Assistant experience 

- Your 5 all time favourite movies

Email address: <INSERT>

Applications close <INSERT time, day, date>. 
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