
Job Description 
Personal Assistant 
 
Role – Purpose and Scope 
 
The role is a Personal Assistant role to the Chief Executive of Medtech Limited, based at 
Viaduct Harbour, Auckland. 
 
This is a hands-on role which requires lots of common sense, initiative and get up and go.  It is 
important that you possess a can do, willing and flexible attitude; naturally go the extra mile, 
think outside the square, are a proficient user of Word, Excel and PowerPoint, proactive and 
calm, extremely accurate, methodical and very detailed, have a team oriented approach, 
are professional and able to maintain confidentiality, flexible to undertake tasks as required 
and have the ability to juggle a multitude of tasks and make judgment calls on competing 
priorities. 
 
Key Relationships 
 
Reporting 
This position reports to the Chief Executive. Close working relationships with Group Financial 
Controller and daily liaison with the Department Heads. 
 
Salary Range 
This position is full time (nominally 40 hours per week) and the salary offered will be 
commensurate with experience.  As this is a critical role, there may be some circumstances 
that require extended hours. 
 
Key Result Areas 
Key Result Areas or KRAs are the main functional tasks of the role on which your performance 
will be measured or assessed every six months. 
 

Key Responsibilities Outcome Performance Measure 
1. Manage diary of CEO schedule appointments and meetings. 

Prioritize key meeting on a 
daily basis with CEO. 

 

Meetings are minuted and 
manage a recording 
system of key minutes from 
CEO’s minute book. 
 

Well organised meetings with 
management of priorities with CEO. 
Diary is well organised. 
 

Attend meetings where 
appropriate. 

Ensure understanding of 
significance of meetings. 
 
Ensure CEO is briefed where 
possible on key meetings 
with external parties with 
background etc. 
 

External manager feedback on the 
efficiency of the meetings. 
 
Ensure minutes are kept for weekly 
operational and sales meetings 
and actions points are followed up. 
 
Ensure minutes are transcribed from 
CEO’s minute book and they are 
properly recorded. 
 

  



Key Responsibilities Outcome Performance Measure 
2. Preparation of correspondence for internal and external customers. 

 
Preparation of documents 
such as standard contracts, 
disclosure agreements etc. 
This should be done from 
existing precedents. 

 
 

High quality of written 
communication on routine 
matters. 

 
Have a good grasp of 
complex matters before 
drafting and clarifying 
doubts. 
 

Speed, accuracy and quality of 
letters forwarded to CEO for 
approval. 
 

Read and analyse 
incoming correspondence 
 

Understanding the 
precedents and ensuring 
that adaptations are 
relevant and accurate. 
 

Understanding of issues surrounding 
the correspondence and ensuring 
the contextual relevance is 
understood 

Communicate with key 
stakeholders internally and 
other employees. 
 

Ensure that reports are 
analysed and appropriately 
highlighted to the CEO and 
discussed. 
 
Reports are appropriately 
filed when necessary 
 
 

Proper filing and retrieval system is 
maintained. 
 
Ensure periodically filing is archived 
and organise a system for quick 
retrieval and demonstrate its 
efficiency and communicate this to 
key stakeholders as advised by 
CEO. 
 

Provide feedback where 
necessary to CEO on key 
employee issues. If CEO is 
travelling ensure that he is 
kept informed. 
 

Ensuring that CEO is 
informed in an appropriate 
manner by daily catch 
up/other electronic 
communications 
 
Explaining concisely key 
issues 
 

Timely and effective 
communication where matters may 
have been overlooked by CEO. 
 
Ensuring that the issue is effectively 
communicated over voice/text so 
that it is attended to. 
 

3. Maintenance of CEO’s address book/communication  
 
Ensure that contacts lists in 
outlook are current and all 
numbers have international 
dialling prefix. 
 
 

Efficient and accuracy of 
address. 

 
 

Accuracy of all address and 
contact list. 

 
 
 

Select electronic 
maintenance of CEO’s 
contact list. 

 

Determine best electronic 
tool for CEO to close. 
 

Implementation of the tool. 
 

Assist in communication to 
key contacts including 
Christmas cards. 
 

Ensure Christmas and other 
seasonal mailing is done 
within an agreed timeline 
 

Successful and smooth 
communication 
 
 

   
   



Assist in corporate gifts etc. 
Ensure corporate gifts are 
successfully managed. 
 

Assist in selection, 
procurement and 
management of corporate 
gifts.  
 

Manage accuracy and quality. 

4. Travel Management 

Be responsible for travel of 
CEO and other senior 
executives. 
 

Timely understanding CEO’s 
travel plan’s and liaising 
with travel agents/or doing 
online booking for travel. 
 

Efficient travel booking and travel 
management of CEO and 
Executives 

Understand the process for 
travel. Ensuring pick-up – 
drop offs and transfers are 
arranged. 

 
 
 

Ensuring travel is 
coordinated for CEO 
including obtaining foreign 
exchange. 
Reconcile travel expenses 
of CEO. 
 

Efficient travel booking and travel 
management of CEO and 
Executives 

Understand CEO’s travel 
preference for seat, timing, 
airline and route 

Ensure all travel details, 
hotel, airline bookings are 
presented to CEO prior to 
travel in a timely and 
accurate manner. 
 

Be aware of peak seasons to 
ensure that CEO’s/executive hotel 
/airline bookings are managed 

Ensuring Hotel bookings are 
done with options 
presented to CEO 

Ensure CEO is on 
appropriate Hotel 
membership to get 
advantage on bookings 
 

Feedback from CEO 

Review periodically travel 
options, deals to ensure 
company’s travel costs are 
optimized. 

 Ensuring that travel costs are 
optimized. 

 
 

5. Overseas branch office /subsidiaries meetings in India, US and Australia 

Meetings needs to be co-
ordinated with relevant 
offices and key executives. 

Understand time zones and 
ensure that there are 
factored in terms of 
meetings/communications. 

 

Efficient meetings with 
agenda and minutes. 

 
Smooth commencement 
and adherence to 
schedule. 

 
Follow up with minutes and 
action items timely. 
 

Appropriate follow through of 
meetings smooth commencement 
through its completion. 
 
 
 

Understand current 
infrastructure. Ensure 
polycom (video 
conference), conference 
bridge are appropriately 
and accurately 
communicated with 
agenda timings to key 
personnel attending. 

Sorting out infrastructure 
glitches and suggest 
alternatives in a timely 

Communication with key personnel 
of agenda prior to meeting. 

 
 



Ensure meetings are 
minuted and action items 
are followed through. 

 

Action items are closed off 
in a timely manner 
 

Achieving closure of action items 
 

6. Project Management 
Assist CEO on various 
projects including strategic 
research projects  

 

Understand project 
management principles. 

 
Understand critical path 
and manage risks to ensure 
risk is minimised. 
 

Delivery of project within prescribed 
or agreed time. 
 
Timely and professional execution 
of project 

Communicate any 
challenges or difficulties in 
respect of project 
assignments. 

Overview of challenges and 
suggest solutions if possible. 

Escalation of key issues on a timely 
manner 

7. ISO/ISMS Process 
Understand principles of 
ISO/ISMS process and 
obligations. 

Ensure on adherence to the 
ISO/ISMS process  

 
 
 

Demonstrate understanding of all 
policies and procedures are 
adhered to. 
 

8. Trade Mark/ IP register role 

 
Maintain and manage 
existing IP register 
pertaining to trademarks 
and domain names. 

Liaising with lawyers on the 
progress of mark registration 
in various countries. 

Well maintained register 
with up to date information. 

Escalate issues in a timely 
manner. 

Key contact for lawyers and 
understanding of 
trademarks and IP issues 
which the company has. 

Tracking critical dates. 

Knowledge of IP/ Trademarks 
registration. 

Demonstrate this knowledge after 
initial training. 

 

 
Project and other duties: 
Objective – To carry out other duties which may reasonably be required by the Chief Executive 
from time to time in the course of Cereus’s business and which fit the role’s purpose as stated 
and for which the position holder is qualified or has received adequate training or instruction. 
 
 Health and safety 
Objective: To ensure a safe and healthy working and learning environment is maintained at 
all times. 
 

Key Responsibilities Outcome Performance Measure 
Observe all safe work policies and 
procedures, and report hazards 
or accidents via health and 
safety registers as appropriate 
 

Is familiar with 
company’s health and 
safety policy. 
Understands hazard 
identification and 
accident reporting 
protocols 

Health and safety 
records, hazard and 
accident registers 



Take responsibility for your own 
health and safety and ensure no 
action or inaction on your own 
part harms others in the 
workplace. 
 

Acts responsibly and 
follows Company policy 
and procedures for 
health and safety. 

Accident/incident 
register and hazard 
register. 

 
Person Specification 
Part of what makes Medtech as successful as it is, are the highly motivated people who work 
here. An inspiration to your colleagues, you are a motivated with a proven record of success.  
With a committed motivation to getting things done, you always place Medtech’s customers 
at the centre of everything you do. 
 
Technical or Professional Knowledge and Experience 
A minimum of 5+ years in a personal assistant role, preferably within the health or technology 
IT sectors.  Demonstrable knowledge of administrative and clerical procedures and systems, 
proficient usage of Microsoft Office suite of products, managing files and records, and other 
office procedures. High level of knowledge of the structure and content of English language 
is required.  A relevant tertiary qualification would be well regarded. 
 
Skills and Abilities 
These are the abilities, attributes and personal characteristics that the staff member will need 
to consistently display in order to achieve their Key Result Areas (KRAs) [that is, to do the job 
effectively]. These behaviours describe how someone does the job, whilst KRAs describe what 
is to be done.  
 
Written Comprehension — The ability to read and understand information and ideas presented 
in writing.  
 
Written Expression — The ability to communicate information and ideas in writing so others will 
understand 
 
Deductive Reasoning — The ability to apply general rules to specific problems to produce 
answers that make sense. 
 
Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of 
alternative solutions, conclusions or approaches to problems. 
 
Active Learning — Understanding the implications of new information for both current and 
future problem-solving and decision-making. 
 
Time Management — Managing one's own time and the time of others 
 
Coordination — Adjusting actions in relation to others' actions. 
 
Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It 
does not involve solving the problem, only recognizing there 	
 
Problem Sensitivity — The ability to tell when something is wrong or is likely to go wrong. It 
does not involve solving the problem, only recognizing there is a problem.  
  



	


