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	Function:
	Admin, Healthcare UK & I

	Job:  
	Personal Assistant

	Position:  
	Personal Assistant COMEX Directors

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Administration Manager

	Additional reporting line to:
	None

	Position location:
	Salford, Manchester Office

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	· To provide effective, professional and confidential PA support to the three Exec Divisional Directors and Exec Director of Strategy & Marketing, together with support of any other Exec Directors as required

	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	











	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Provide an efficient travel support service within Healthcare for the Exec Directors and other colleagues as required
· Co-ordinate effectively with other PA’s, both in the UK and Globally
· Manage and grow relationships with key internal and external stakeholders, including their PA’s, both in the UK and across other countries
· Some travel within the UK may be required with occasional overnight stays to meet business requirements such as organising meetings, training, conferences or team events





	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Provide full PA support to 4 executives including:
· Manage calendars, schedule meetings, and coordinate travel arrangements
· Facilitate effective communication between executives and teams
· Organise divisional/marketing meetings, prepare agendas, take actions, distribute and follow up after any divisional meeting
· Anticipate needs and proactively resolve issues before they arise
· Preparing, formatting of documents and files in MS Word, Excel, PowerPoint, and Visio, along with managing email communications and director’s emails
· Organising travel and hotel bookings for both executives and other colleagues within the healthcare business
· Preparing and submitting expenses for all Exec directors
· Handle confidential information with integrity and professionalism at all times
· Responsible for the management of digital files
· Raising purchase orders in SAP, processing invoices and supporting accounts payable with any queries 
· Help plan and support various client/customer and internal events – hospitality events, conferences and site visits
· Responsible for ordering mobile equipment for Health & Care (mobile/tablet) along with laptops for central function team within Health & Care
· Manage the Health & Care Communications mailbox, be responsible for circulation of comms to the wider business as required at 2.00pm daily, update distribution lists when required
· Support the administration and communication of the annual segment Spirit of Sodexo nomination, divisional judging and attendance process
· Responsible for the monthly on the spot and star of the month awards including the issue of all WoW points and liaise with the central Comms teams to ensure notification is provided for the Weekly Brief
· Provide all necessary information for internal communications to the Comms Team as required
· Ensure all policies are adhered to and approval has been sought by the appropriate authority for any Gifts & Hospitality
· Holiday/sickness/out of office cover for Admin Manager
· Support project management tasks and assist with any reporting




	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· To build trusting relationships both internally and externally with clients, stakeholders and their respective PAs
· Strong organisational and time-management skills, detail-orientated and analytical
· Tech-savvy with proficiency in MS Office and collaboration tools
· Ability to work independently and adapt to changing priorities
· Be committed to providing a helpful, friendly, responsive customer service







	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· Strong understanding and respect for confidentiality with experience handling highly confidential and sensitive information
· Experience managing complex diaries and supporting multiple senior stakeholders
· Experience as an executive PA and working in a team orientated office environment
· Excellent relationship management and interpersonal skills, with confidence working with senior leaders
· Excellent written and verbal communications
· Excellent organisational and time‑management skills, with the ability to prioritise under pressure
· Maintains a professional conduct at all times, remaining calm and in control 
· High level of attention to detail and accuracy
· Proactive, solution‑focused approach with excellent initiative




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Customer Focus
	Collaborates

	Resourcefulness
	Communicates

	Manages Ambiguity
	Optimises work processes

	Being Resilient
	






	9.  Management Approval – To be completed by document owner

	
	Version
	V2
	Date 09.01.2026
	

	Document Owner
	Lynn Terris
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