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TEMPLATE JOB DESCRIPTION – PRIVATE PERSONAL ASSISTANT (PA)

(Please amend or delete sections as appropriate)
Job Title: Private Personal Assistant
Location: [Household Name / Location]
Employment Type: [Full-time / Part-time / Live-in / Live-out]
Reports to: [Principal / House Manager / Estate Manager]

Overview of the Role

The Private Personal Assistant will support the Principal and/or household with administrative, organisational, and lifestyle coordination tasks. This role requires exceptional discretion, organisation, and the ability to anticipate needs while managing a varied workload. Duties may include [diary management, travel arrangements, household admin, event planning, errands] (delete or customise as relevant).

Key Responsibilities

(Delete any responsibilities that do not apply)

Administrative Support
· Managing diaries, appointments, and meetings
· Organising travel, accommodation, itineraries
· Handling correspondence, emails, calls, and invitations
· Managing household filing systems and paperwork
· Overseeing household budgets and petty cash
· Liaising with accountants, solicitors, and external advisors (if required)

Household Coordination
· Arranging maintenance visits, contractors, and suppliers
· Monitoring household inventories, shopping, and supplies
· Managing household vehicles, MOTs, servicing, insurance, and fuelling
· Supporting with property management across multiple residences (if applicable)

Lifestyle Management (Delete if not required)
· Personal shopping and gift sourcing
· Booking restaurants, appointments, events, and activities
· Coordinating social events, dinners, or gatherings
· Supporting the Principal with personal projects, hobbies, or travel

Family & Children’s Support (Delete if not relevant)
· Coordinating school schedules, tutoring, or childcare arrangements
· Managing diaries and logistics for family members
· Supporting family travel or activities

Confidentiality & Discretion
· Handling highly sensitive information with complete confidentiality
· Managing personal documents, records, and private matters
· Exercising sound judgement and complete discretion at all times


Person Specification

Essential
· Excellent organisation and administrative skills
· Strong multitasking ability and attention to detail
· High levels of discretion and professionalism
· Proficiency with digital tools, apps, and MS Office
· Ability to work independently and anticipate needs
· Full UK driving licence (if required)

Desirable
· Experience working in private households or UHNW settings
· Event planning or project coordination experience
· Knowledge of luxury travel and lifestyle management
· Flexible approach to hours and occasional travel

Working Hours & Benefits
· Hours: [Insert hours]
· Salary: [£X – £X DOE]
· Accommodation: [Live-in / Live-out]
· Holidays: [Insert entitlement]


How to Apply

Please send your CV and a covering note to [Contact Name / Email].
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