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Number of methodological Tool EUPA_LO_152_M_001 

Number of attachment EUPA_LO_152_M_001_Att_1 

 

COMPANY DESCRIPTION: 

Armor is a security company 

Armor’s mission is to exceed our clients specific and customized security needs by delivering the highest 
quality of professional private security services based on trust and confidence. 

VISION 

Armor’s vision is to be the most professional security leader in the industry by exceeding our customers’ 
expectations and creating client-agency working partnerships, while valuing each and every employee. 

CORE VALUES 

We value quality partnerships, integrity, exceptional customer service, personal growth, and community 
leadership. 

1. Customers’ First - always, without exception 

2. Innovation - innovate across the whole organization 

3. Collaboration - maximizing relationships so collective efforts surpass those of the individual 

4. Excellence - setting and achieving high standards in the information security community 

5. Integrity - displaying the highest ethical and professional standards 

6. Honesty - using truthful communications and trustworthy actions with our clients and partners 

7. Respect - showing politeness and understanding for all with those we interact with 

 
QUALITY POLICY 

We strive to provide improving quality services that will exceed service recipient requirements, and to 
respond to our corporate responsibility to our clients, community and employees. We will actively 
pursue ever improving quality through programs that enable each employee to do their job right the 
first time and every time. 



 
Validation of Formal, Non Formal and Informal Learning:  
The case study of Administration Personnel    

 

Methodological Tool: < EUPA_LO_152_M_001_Att_1>, < Decide the evaluation criteria >  Page | 2  
 
 
2015-1-CY01-KA202-011853 
 

JOB DESCRIPTION: 

Armor is looking for a pa to the manager 

Responsibilities 

As a PA, you will often act as the manager's first point of contact with people from both inside and 
outside the organisation. Tasks are likely to include: 

 devising and maintaining office systems, including data management and filing; 
 arranging travel, visas and accommodation and, occasionally, travelling with the manager to 

take notes or dictation at meetings or to provide general assistance during presentations; 
 screening phone calls, enquiries and requests, and handling them when appropriate; 
 meeting and greeting visitors at all levels of seniority; 
 organising and maintaining diaries and making appointments; 
 dealing with incoming email, faxes and post, often corresponding on behalf of the manager; 
 carrying out background research and presenting findings; 
 producing documents, briefing papers, reports and presentations; 
 organising and attending meetings and ensuring the manager is well prepared for meetings; 
 liaising with clients, suppliers and other staff. 

In addition to supporting managers, their team and departments, many PAs also have their own 
personal workload and responsibilities. The scope of the PA's role can be extensive and additional duties 
may include: 

 carrying out specific projects and research; 
 responsibility for accounts and budgets; 
 taking on some of the manager's responsibilities and working more closely with management; 
 deputising for the manager, making decisions and delegating work to others in the manager's 

absence; 
 being involved in decision-making processes. 

Working hours 

You will work from 9am to 5pm. It may be necessary to work overtime during peak times and when 
deadlines are close. 

Qualifications 

Although this area of work is open to all graduates, a degree in business or management may be 
considered as a plus.  
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Skills 

In addition to relevant experience and secretarial and administrative knowledge, you will need to show 
evidence of the following: 

 exceptional written and oral communication skills; 
 excellent word processing and IT skills, including knowledge of a range of software packages; 
 the ability to work under pressure and to tight deadlines; 
 good organisational and time management skills; 
 the ability to research, digest, analyse and present material clearly and concisely; 
 excellent interpersonal skills; 
 the ability to work on your own initiative; 
 honesty and reliability; 
 attention to detail; 
 flexibility and adaptability to juggle a range of different tasks and to work extra hours to meet 

deadlines; 
 discretion and an understanding of confidentiality issues. 

 


