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Please complete this recruitment form and send in with your CV to info@bbscommunications.com.au  .

	Criteria
	Experience

	Diary Management
	     

	Excellent telephone manner and ability to communicate with all levels of seniority
	     


	Board Liaison experience
	     

	PA Experience. Holds an eye for detail, a sense of fun, and an ability and love for juggling and prioritising several tasks at once
	     

	Computer Skills - Advanced Word, Excel, Outlook and Powerpoint skills, typing speed of 80wpm. Database management is also part of this role.
	     

	Administration and Reception Management
	     

	Travel & Accommodation bookings
	     

	Understanding of Government Policy and Procedures
	     

	Most recent job description performed (inc dates)
	     

	Formal Qualifications
	     

	Referrees – pls include 3 names and current phone details
	1.      

	
	2.      

	
	3.      

	Any other comments to add?
	     



Recruitment Criteria Form


 PA/Corporate Services Manager
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BBS Communications Group Pty Ltd  ABN  34 010 899 779

L10, 144 Edward Street, GPO Box 2902, Brisbane QLD 4001   

T 07 3221 6711    F 07 3229 8704  

 info@bbscommunications.com.au     

www.bbscommunications.com.au 
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