Directors Office
Personal Assistant to the Director   




SALARY: (insert relevant salary scale, available on the HR intranet)
Closing date: (all roles have to be placed for a minimum of 2 weeks)
Vacancy Reference – (HR will insert)
Your main responsibilities will be to provide a confidential secretarial and administrative support service to the Director including the preparation and collation of papers for meetings, sorting and filing papers as well as acknowledging correspondence in the absence of the Director. You will maintain close links with senior staff and their PAs at all levels within the University and be responsible for maintaining the Director and Depute Directors diaries; arranging internal and external meetings; maintaining financial records and supporting several committees.

Extensive relevant experience in providing administrative and secretarial support is essential as is the ability to work on your own initiative and with discretion. In addition, you must have excellent IT skills with proven proficiency in word processing, spreadsheets and databases using Microsoft Office, whilst also having strong attention to detail, a sense of customer focus and good interpersonal skills.
To apply please use our online application form at: http://www.napier.ac.uk/aboutus/vacancies/Pages/default.aspx.  

Before you apply please read the "How to Apply" section at the above link (right-hand side of the page). 

If you have a disability, and as a result are unable to complete the online application form, please contact VMS@napier.ac.uk  or Human Resources on 0131 453 3754 to discuss alternative application arrangements.

The recruitment contact for this vacancy is [insert name], [telephone number] and e-mail [email address]
