COMPETENCY PROFILE OF EXECUTIVE SECRETARY

1. JOB PURPOSE

Provides managerial, secretarial and administrative support to the management.

2. RESULT AREAS

2.1. Correspondence and logistics documents

Takes care of dealing with correspondence. Deals with confidential correspondence within the scope of her qualifications. Prepares memos and notes. Indicates the urgency of correspondence and adds documents for the settlement purposes. Safeguards the progress and location of the handling of incoming and outgoing management documents. 

2.2. Meeting support

Takes care of meeting documents for the management, indicates important points of interest for various types of discussion and sees to the distribution of meeting documentation. Takes down the minutes of various meetings and creates lists of decisions made. Additionally, she handles the invitations, locations and other matters for meetings as regards marginal conditions. Safeguards the progress of action points, arrangements made and the tasks plotted by the management.

2.3. Agreements

Manages the agenda of the members of the management. Sets priorities in the agenda, if necessary after discussion with the management; has regular discussions with members of the management in this regard. Draws the attention of members of the management to agreements made and desired agreements. Creates discussion schedules and work programs for the management and safeguards these. Is responsible for the function of intermediary for phone calls and walk-in clients. Handles telephone conversations and provides information. Receives visitors.

3. CRITICAL INCIDENTS

3.1. DIFFERENT ACTIVITIES AND BEING CONSTANTLY AVAILABLE 

The executive secretary performs tasks which are very diverse as far as through-put times and priority are concerned. The official can thereby be constantly called upon by the members of the management for ad-hoc tasks. In order to perform her tasks in a timely and appropriate fashion, she needs to plan and organize her work well, must be able to alternate between subjects and work nevertheless with a great deal of care. It is also important to keep a clear overview of the activities and to plan efficiently when managing the agenda of the management. 

Behavioral skills: time management, commitment.

3.2. POINT OF CONTACT FOR THE MANAGEMENT

The executive secretary takes on the function of intermediary for phone calls and walk-ins. The officials shows thereby the ability to keep on asking questions about the reason and importance of the phone call and to independently judge the necessity and urgency of the agreement. As a result of the fact that it is easier for a lot of people in the organization to approach the executive secretary instead of the management, she is confronted with questions and experiences of employees. Consequently, the executive secretary is the eyes and ears of the management. She assesses which information can be of importance for the management and passes on relevant information. The executive secretary depends on the cooperation of others when shifts are made in the agendas due to unexpected or urgent meetings. Likewise, the executive secretary depends on others to handle the correspondence and collect meeting documentation. For this purpose, she will have to maintain good contacts with everyone.

Behavioral skill: cooperating.
3.3. DELICATELY HANDLING CONFIDENTIAL INFORMATION

The members of the management have information that is not accessible for everyone. The executive secretary has access to a considerable portion of that information. She is also handed over confidential data when performing specific tasks for members of the management. She needs to be able to handle all this information in a delicate fashion, even when pressure is exercised by the organization. 

Behavioral skills: integrity. 

3.4. WARNING FUNCTION

The executive secretary must be capable of maintaining an overview of the various lists of decisions and the extensive flow of correspondence and safeguarding the progress. She initiates actions to guarantee the speed for handling documents. The executive secretary indicates delays and gets in touch with people in order to stimulate the progress of documents. As a rule, she undertakes action herself but she also judges when she needs to communicate delays to the members of the management. 

Behavioral skill: progress control.

3.5. WRITTEN SKILL

The executive secretary is expected to handle correspondence and to write memos independently. It concerns in this regard correspondence at different levels of complexity and confidentiality. She must have a very good knowledge of the Dutch language, as well as a skilful writing style to write qualitatively good documents.

Behavioral skill: written skill.

4. SUMMARY OF BEHAVIORAL SKILLS

4.1. Written skill: Puts facts, ideas and opinions in writing in an understandable and correct language.

4.2. Collaborating: Contributes to an overall result even when the collaboration involves a subject that does not directly belong to the personal task.

4.3. Time management: Examines the personal activities, divides these by means of a plan, indicates the time to be spent and complies with it.

4.4. Progress control: Creates procedures and implements these in order to safeguard and guarantee the continuation of processes, tasks or activities of employees, as well as the progress of personal activities and responsibilities.

4.5. Integrity: Consistently maintains generally accepted social and ethical standards in word and behavior. Shows to be approachable and approaches others in this regard.

4.6. Dedication: Sets high demands on personal work.[image: image1.png]
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