Personal Secretary (French, Italian and/or Spanish speaking)
Regno Unito, SOUTH WEST (ENGLAND)
FRENCH SELECTION UK Personal Secretary (French, Italian and/or Spanish speaking) Senior, Personal Assistant, Corporate Secretary, Corporate Assistant, Executive Assistant, Personal Secretary Salary: £25k - £30k pa DOE + Benefits Location: Bristol, Avon Easily commutable by car or train from Yatton, Bristol, Street, Weston-Super-Mare, Bath, Cardiff, Newport, Chippenham, Ilchester, Bridgewater, Tauton, Williton, Chepstow, Thornbury, Avon, Somerset Ref: 447DC1 VIEW JOB DESCRIPTION > APPLY NOW Please visit the French Selection UK website, vacancies section, search job reference: 447DC1 Applications submitted on our website will come to us in the correct format, which means they will be processed faster & more efficiently by our team of consultants. The Company: Our client is a well-established and long-standing UK company Main duties: To act as the directors’ first point of contact with people from both inside and outside of the company The Role: - To organising and maintaining diaries and making appointments - To organise travel and preparing complex travel itineraries - To screen phone calls, enquiries and requests, and handling them when appropriate - To meet and greet visitors at all levels of seniority - To deal with incoming email and post, corresponding on behalf of the directors - To carry out background research and presenting findings - To produce documents, briefing papers, reports and presentations - To organise and to ensure the directors are well prepared for meetings - To liaise with clients, suppliers and other staff - To devise and maintain office systems, including data management and filing The Candidate: - Fluent in English (Written and spoken) is essential - Fluent in French, Italian and/or Spanish (Written and spoken) is essential - Similar experience as PA or Secretary preferable - Car ownership and driving license preferable - Excellent communication skills - Must be willing to work in a dynamic team - Proactive, positive and reliable - Computer literacy (Microsoft packages) - Ability to work autonomously - Ability to deal with multiple tasks and work under tight deadlines - Flexibility to deal with changing priorities and tasks Salary: £25,000 pa up to £30,000 pa DOE + Benefits French Selection UK - The leading consultancy specialising in the recruitment of French, German, Spanish, Italian and Russian speaking professionals and executives throughout the United Kingdom.

Datore di lavoro:

Monster UK

Come sollecitare l'impiego

Apply direct to employer at http://jobview.monster.co.uk/Personal-Secretary-French-Italian-or-Spanish-speaking-Job-Bristol-SW-UK-161070325.aspx?WT.mc_n=UJ

Categoria: Personale di segreteria (compiti generali)

Fonte: Department for Work and Pensions, Public Employment Services, United Kingdom
