THE COMPANY

Our client is one of Namibia’s leading financial services boutiques committed to providing a first class service to our diverse client
base. Our client is an equal opportunity employer. If you are a dynamic individual who copes well managing multiple tasks /
demands, is able to work under pressure coupled with excellent problem solving skills, this position will be ideal for you.

PERSONAL ASSISTANT

THE POSITION

To effectively act as an assistant to senior management by
providing efficient and confidential administrative support on
a one-to-one basis to ensure optimal use of time in dealing
with secretarial and administrative tasks as well as to handle
work  efficiently in their absence. The incumbent will be
required to manage the diaries of management and orchestrate
a full spectrum of functions, such as the co-ordination of
presentations, conventions, conferences, and advertising.
Furthermore, you will be responsible for promoting sound
corporate identity through various stakeholder interactions and,
by being the point of contact with people from both inside and
outside the organization.

Key Areas Focus

¢ General Administration and ad hoc functions: Handling
administrative matters in general to assist management in
obtaining files; information and to arrange meetings/appoint-
ments; screening telephone calls, enquiries and requests
and handling them when appropriate; meeting and greeting
visitors at all levels of seniority; dealing with incoming email,
faxes and post, formulating correspondence; recording dic-
tation and minutes; devising and maintaining office systems,
including data management, filing, arranging travel and ac-
commodation; etc.

e Coordination of presentations: Overseeing all logistical
preparations, convey information obtained from functions
such as presentations and conferences in an effective man-
ner, carrying out background research and presenting find-
ings, producing documents, briefing papers, reports, etc.

* Business Initiatives: Modifying existing ideas and show-
ing a willingness to experiment in order to ensure ongoing
improvements in the corporate administrations environment.

e Stakeholder liaison: Effectively establish personal contacts
and act as the official channel for contact with relevant stake-
holders; liaising with clients, suppliers and other staff and
establish strong working relationships with colleagues from
different functions and of diverse backgrounds.

¢ Filing: Handling all filing, establish and maintain a framework
for systematic retrieval of data and ensuring a well structured
and organized administrative makeup.

¢ Planning and Organizing: Organize and plan in a manner
that adequately allocates and divides time between various
aspects of the work for the respective managers; organizing
and maintaining diaries and scheduling appointments; or-
chestrating and attending meetings and ensuring managers
are well informed; be well organized, have a good memory
and be someone that is totally composed.

e Efficiency: Requires a great deal of efficiency in adminis-

trating and orchestrating tasks ensuring that standards of
excellence underpin the execution of these.

* General: Undertake other tasks reasonably requested
senior management

THE PERSON

Minimum requirements
* A Degree/Diploma in Business Administration/Administraf]
or a Secretarial qualification.

e Aminimum of 3-5 years PA/secretarial and or relevant ad
istrative experience at a senior level.

e Good computer literacy, speed and accuracy is essel
(can demonstrate the ability to use Microsoft word, ex¢
PowerPoint and Outlook)

e A drivers license and in possession of own vehicle to ens
mobility.

e Able to create the necessary structures, systems and frai
work of a newly created position.

e A basic understanding of brokerage would be a disti
advantage.

* Females are encouraged to apply.

Competency requirements:
* |nitiates methods in executing daily tasks more efficiently g
adopts a pro-active approach to work in general.

e Proven written English to be able to take and write minut
draft routine business correspondence, backed by gd
spoken English.

* Able to deal with confidential matters discreetly.
e Strong organizational skills with excellent attention to detd

e Flexibility, proactive, self-starter and mature approach
ability to work unsupervised.

e Highly personable, demonstrates exceptional interperso
aptitude and aptness to mix with people across all levels g
a wide variety of internal and external contacts.

e Good initiative, enthusiasm and problem-solving approac
ongoing challenges and opportunities.

* Able to work with routine and sometimes mundane tasks
e Demonstrate excellent time management and organizatio
skills in order to cope with multiple demands coupled

proven administrative skills with an ability to prioritize, m4
age and complete a variety of tasks at times in periodg
high pressure.

e Display high regard and commitment to conform to expec
standards of excellence.

e Bright, amiable and confident personality that is particuld
sensitive to client needs.

INTERESTED?

Our client offers an attractive package commensurate with qualifications and experience. The
closing date is 03 March 2010 and suitably qualified Namibians are encouraged to apply. We

request that you e-mail your CV for the attention of Shiwana Ndeunyema to shiwana@)

potentia

com.na. All applications will be handled exclusively by Potentia and all selected
candidates will be required to undertake an assessment test. Note: Only electronicall
formatted CV’s will be accepted.

POTENTIA



