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Position Description
	Job Title
	<Personal / Office> Assistant
	Reporting To
	<INSERT YOUR TITLE>

	Award Name
	<INSERT after checking with your relevant local authority>
	Award Level
	[bookmark: _GoBack]<INSERT after checking with your relevant local authority>

	Location
	<INSERT LOCATION>
	Date Reviewed
	<INSERT DATE>

	Purpose of the Position:

	The Office Assistant position is fundamental to the efficient operations of <INSERT BUSINESS/ COMPANY NAME>; you are responsible for providing core administration and technical support to the team and you are the glue that binds our processes, data and us all together.  


	Key Result Area
	Duties and Responsibility 

	Office Function
	Manage and perform general office duties, including but not limited to:
· Submission accounts payable to management.
· Preparation of various types of documents upon request.
· Administer Company and <INSERT YOUR NAME> calendar.
· Answer all emails/correspondence in a professional and timely manner
· Sourcing and purchasing.
· Management of electronic file directory including archiving.

	Sales Support
	· Administer Sales Contracts – New, Amendment, Upgrade and Terminations etc and addition of new/upgraded clients to relevant applications (e.g. membership website).
· Coordinate Sales Payments and Refunds.
· Retain records, in Company preferred tool, of all incoming leads to be followed up. 

	Events
	· Event Preparation

	Compliance (Mandatory)
	· Positively participate and contribute in KPI and Objective performance reviews.
· Positive participate in Company provided mentoring, coaching and training.
· Acknowledge, understand and comply with the Company Code of Conduct.
Comply with all Company Policies and Procedures.

	Adhere to Company Working Behaviours:

	Team Player
	· Ability to work independently.
· Act professionally and respectfully, commit to decisions once made, regardless of whether you agree or not.
· Ability to get along with the team, be open and honest about problems as they arise.



	Adhere to Company Working Behaviours:

	Service Mindedness
	· Identify your customers (internal, external, teams), understand their requirements and connect with their needs.
· Look through the eyes of your customers and go the extra mile to serve them.
· Proactively seek regular feedback from customers and act upon it to improve levels of service.

	Innovate and Continuously Improve 
	· Question the status quo and think HOW to do it, not why it cannot be done.
· Constantly focus on improving processes / products / services.
· Take initiative to immediately implement good proposals and update standard.

	Adhere to Company Working Behaviours:

	Accountability
	· Take decisions, execute them and take ownership for their implementation.
· Stick to commitments, announce clearly when commitments cannot be kept and launch countermeasures.
· Demonstrate drive and energy to deliver results and help others achieve theirs.

	Welcome Problems
	· Face issues, speak up to make them visible, ask for help and use the power of teamwork to solve complex situations
· Listen respectfully, show appreciation and propose your support when problems are reported by others
· Take responsibility to, with our team, eliminate recurrent issues

	Job Holder Requirements

	Requirement
	Essential
	Desirable

	Demonstrated ability to work autonomously with minimal direction including establishment of daily/weekly/monthly priority and task management
	Yes
	

	Sound written and verbal communication skills
	Yes
	

	Advanced knowledge <Microsoft programs / Apple products and applications>
	Yes
	

	Ability to rapidly gain a sound knowledge of cloud based applications, and effectively implement and administer such applications
	Yes
	

	Demonstrated experience as a highly skilled and competent office all rounder.
	Yes
	

	Position Requirement Acceptance

	
I, ___________________, hereby acknowledge and accept the above requirements of my job:


	Signature:
	
	Date:
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	This document is proprietary and confidential.  No part of this document may be disclosed in any manner to a third party without the prior written consent of <INSERT COMPANY/BUSINESS NAME>



image1.png





Position Deseription

Ty

et




