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Vacancy for Personal Assistant and Adviser   
 

Envisaged current salary range £50,000+ 
 
 

Candidates are invited for the above permanent position, and are required to provide 
leadership and expertise in the following key areas:- 

 
 
 

• Family development and childcare. 
• General domestic advice and management. 
• Financial services and support. 
• Medical and general care advice and services. 
• Catering services. 
• Counselling services. 
• Artistic and technical advice and support. 
• Cultural, recreational and entertainment services. 
• Community outreach and development. 
• Special needs. 
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Guidance for Interview Officer 

 
This post is a re-advertisement and the selection process will be in accordance with 
standard procedures for such posts as set out below:- 
 
Candidates are generally drawn from the general personnel pool, rather than as a 
result of a specific application. Given the length of time that the post has remained 
vacant, those seeking a part-time post may also be considered.  However, it should be 
noted that candidates of a particularly high calibre might also be actively sought by 
other establishments at the time of the interviews. Therefore, any candidate that 
receives a firm offer from another establishment based on a specific contract should 
under no circumstances be considered as part of selection procedure.   
 
 
Although the most important element is the qualities of any new post holder, it is 
hoped that they will come with a sufficient budgetary allowance attached, rather than 
be maintained from existing departmental resources.  Sponsorship could also be an 
attractive option provided that this does not exert an undue influence on departmental 
policies. 
 
In choosing an appropriate candidate, there are various criteria on which the final 
decision is made. Visual impressions prove to be a powerful deciding factor in many 
cases, though these are generally held not to be a good basis for long-term success 
overall. In some cases however, outstanding qualities in this area have been sufficient 
to warrant a subsidiary role being identified as a compliment to the main  
post holder, once appointed. This partly fulfils equal opportunities access criteria and 
results in regular programmes of extra-curricular activities.  However, it can 
frequently have major implications for timetabling, prioritisation and loyalty conflicts 
between individual staff or even whole departments.  Because of the advanced levels 
of testing that this represents, it is only possible for those with enhanced confidence 
and interpersonal skills, and is generally deemed to be highly inadvisable. 
 
Another suggested option is that of a job share involving two or more candidates in 
formal partnership roles, something that is occasionally prevalent in similar positions 
overseas.  Although this fulfils equal opportunities and access criteria, such practices 
have generally not worked well in the UK and indeed are usually found to run counter 
to current legislation. 
 
Candidates have often proved willing to perform an active role within certain key 
areas of the post before the contract has been suitably ratified.  It is argued that this 
provides useful insights and a foretaste into the nature of the permanent position as 
well as facilitating research and enterprise development. This can also fulfil a number 
of immediate or special needs on both sides, though some of these could also be met 
by short-term staff.  However, any setbacks and disappointments in the more 
advanced stages of the interview process are almost invariably compounded in 
difficulty as a result of this; candidates are therefore strongly encouraged to secure 
full formal recognition and authorisation before proceeding. 
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There are a small number of service providers that operate within a very narrow and 
specific client base.  It should be noted that their interests are very much dictated by 
financial reward with a strict cost base according to the level of services provided.  
Although such individuals may perform very favourably during the induction process 
and initial outlay, they only rarely display engagement with the wider remit.  They are 
therefore of dubious value, even in emergency situations and should not be 
considered. 
 
However, candidates who have enjoyed similar posts elsewhere but find themselves 
subject to redeployment may be considered. It should be noted though that those 
seeking merely temporary secondment opportunities should in all but exceptional 
cases be excluded from the process. 
 
A probationer is therefore likely to represent the optimum choice overall and the 
necessary qualifications and experience can often be profitably obtained in-house 
once the post has been formally ratified and contract signed.  In certain tasks the 
successful applicant and paired colleague may correctly identify and meet the relevant 
targets and display effective collaboration and cooperation, but without full 
implementation or planned attainment goals being achieved. However, where 
sufficient resources or knowledge bases do not exist, courses or even in-service 
training, guidance and advice will often successfully identify relevant strategies; these 
would aim to further develop skills, energise the already vibrant dynamics and 
positive frameworks within the post and promote best practice.  
 
Enthusiasm, flexibility, commitment and loyalty rather than an impressive track 
record are therefore the key qualities to be considered. 
 
A probationer is also more likely to remain in post for longer before the customary 
temporary secondment, or sabbatical leave.  This in can lead to the successful delivery 
of positive outcomes and objectives subject to effective forward planning.   
 
It is crucial therefore that the right candidate is chosen, particularly given the 
permanent nature of the post.     It is very much hoped and expected that those who 
are unsuccessful in obtaining their preferred position will find their qualities ideally 
suited to a similar role elsewhere. However, post interview counselling has only rarely 
proved necessary in such cases.   
 
The appointment of a suitable candidate should be seen as just one factor within the 
broader development plan review. Indeed, the appointment of a candidate with an 
exceptional portfolio may provide positive benefits and ramifications into other vital 
life parameters and contexts. 

 
………………………………………………… 


