
 

     

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Executive Assistant / 

Personal Assistant Vacancy 

Psychology Associates is an independent practice of passionate and committed professionals.  

We have an exciting new opportunity to become the Personal Assistant to the  

Managing Director. We are looking for an experienced, resourceful, organised,  

dynamic, and personable individual to join our friendly team. 
 

Vacancy Details 

The post requires being the first point of contact for accessing the MD, managing and  

organising the MD’s diary and researching, collating and compiling data. It requires 

 robustly supporting the MD, by delegating contacts or correspondence to others  

in the team and seeking to reduce or streamline the MD’s workload. 

The successful applicant will have a friendly and warm but firm approach, be calm under  

pressure and have a good sense of humour. They will need to have bags of energy,  

enthusiasm, initiative and commitment. If this sounds like you, we want to hear from you. 

Psychology Associates values its staff, believes in work life balance and fairness.  

We have a family friendly philosophy and would consider flexible working.  

This post would suit full time or part time; potentially around school hours. 

Psychology Associates is continually striving to improve and make a meaningful difference.   

We would love to hear from you if you have the experience and want a new challenge. 

We are committed to improving diversity and welcome all applicants. 

 

Salary: £28,000 - £35,000 per annum  

dependent on experience 

Deadline for Applications: 4th August 2021 at 5.00pm 
 

To find out more about this amazing opportunity and Psychology Associates,  

please visit our website: www.psychologyassociates.org.uk/who-we-are/join-us/   

To apply, please request an application pack by emailing   

Marie.Johns@psychologyassociates.org.uk  

 

CVs alone cannot be accepted and a completed application form is required.   

Enhanced DBS check will be completed. 

 

This recruitment may close earlier once we have received sufficient applications. 

 In those circumstances the interview date and closing date may be subject to change. 
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