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COUNTRY CITY

Australia Perth, Sydney

Barbados Bridgetown

Canada West Vancouver bc

Denmark Copenhagen

Germany Munich

Italy Milan

Namibia Windhoek

New Zealand Auckland

South Africa Nationwide

South America Brasilia 

Sweden Stockholm

Switzerland
Basel, Geneva, Morges,
Therwil, Zurich

UK London , Winchester

United Arab  Emirates Dubai

USA Connecticut, New York 
Washington
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Australia

New Zealand

EUROPE 
Denmark
Germany

Italy
Sweden

Switzerland
UK

MIDDLE EAST 
 & AFRICA 
Namibia

South Africa
United Arab  

Emirates

NORTH &
SOUTH AMERICA
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Canada
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PERSONAL
ASSISTANT

OTHER 
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ASSISTANT

EXECUTIVE 
PA

EXECUTIVE 
SECRETARY

29%

27%25%

14%

5%
RESPONDENT

DESIGNATIONS
Corporate PA

Executive Administrator

Executive Assistant & Facilities 
Manager

Executive Assistant/Oce Manager

Executive Management Assistant

Executive/Personal Assistant

Legal Assistant

Management Assistant

Oce Admin Manager

PA & Oce Admin

PA & Oce Manager

PA Administrator

Project Assistant

Project Leader/EA

Senior Executive Assistant

Senior Secretary

Virtual PA

	
  

	
   	
  

YOU ARE INVITED 
 

TOP PA/MANAGEMENT ASSISTANT! 

“Wherever you are in the world, share your working life with us!” 

Your input is more than valuable – it is critical! 

 
 
 
 
 

OTHER DESIGNATIONS

Summary of most 
applicable work 

categories

There were 15 Work Categories surveyed.  
When averaging out the responses the % hierarchy below shows the  

2016/2017 picture of the PA/EA role and responsibilities.

	
  

	
   	
  

YOU ARE INVITED 
 

TOP PA/MANAGEMENT ASSISTANT! 

“Wherever you are in the world, share your working life with us!” 

Your input is more than valuable – it is critical! 

 
 
 
 
 

Abiding by a Code of Conduct

Diary/Schedule Management  

Stakeholder relationships
 90%

0%  10%  20%  30%  40%  50%  60%  70%  80%  90%  100%

Handling Correspondence

Communication management  

System Management & Administration

Event Planning

Meeting Administration

Travel Management

 80%

General Office Duties 

Office Manager

Financial Administration & Cost Control

Procurement  

HR Administration

Project management

70%

60%

WORK CATEGORIES
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