
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

Services Finance Administration 

Payroll 
Tracking employee’s hours  |  Calculating pay  |  Inputting data  |  Report pay 

details to HMRC  |  Create and issue payslips  |  Pay employees  | Pension 

management and automatic enrolment  |  Benefits, sick pay, and parental leave   

Payment administration  |  Production of P45s and P60s 

Credit Control 
Generate invoices  |  Issue to customers and request payment  |  Payment 

reminders  |  Manage sales ledger 

Maintaining Financial Data 
Entering payables and receivables  |  Reconciling bank and credit card 

statements  |  Manage general ledgers  |  Keep your receipts and expenses 

organised  |  Monthly reporting 

Year-end 
Help you prepare for year-end accounting needs 

Accounts Payable 
Ensure payment of invoices  |  Email remittances  |  Manage purchase ledger 

Supplier payment runs 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Services   PA Support 
Email and diary management 
Check and organise emails  |  Keep up to date with appointments and schedules  

Creating forwarders on emails  |  Unsubscribe to irrelevant sign-ups  |  Create 

autoresponders  |  Book appointments in the diary/calendar 

General administration 

 
Assist in day-to-day running of business  |  Data entry  |  Researching  |  Proof-

reading  |  Travel planning and booking  |  Write up documentation e.g., letters, 

minutes or quotes 

 

  HR Administration 

Recruitment 
Creating job adverts, job descriptions and person specifications  |  Overseeing 

application process including references  |  Creating oWer letters  |  Supporting 

probations  |  Set up on payroll  |  Right to work and pre-employment checks 

 
General 
Employment law assistance  |  Supporting appraisals and disciplinaries  |  

Sickness monitoring, holiday, and Bradford Factor tracking  |  Support with basic 

HR advice  |  Support with day-to-day letters e.g., flexible working 

 

Personal assistance 
General life admin  |  Family diary and household management  |  Household bills  

Holiday research/booking  |  Pets  |  Cars  |  Gifts  |  Events and special occasions 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

Services   Social Media 

Marketing 
Schedule updates  |  Designing content  |  Create email and newsletter 

campaigns  |  Website updates  

Management 
Creating and managing social media accounts e.g., Facebook, Pinterest, 

Instagram and LinkedIn  |  Responding to direct messages  |  Creating blog posts 

  Graphic Design 

Logo designing  |  Designing advertising material 

Photo editing  |  Creating brand style guides    

Social media graphics 

  Tech Support 

File management e.g., Google Drive/OneDrive  

Website maintenance  |  Database management  

File conversions  |  Document formatting 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 

Get in touch today! 



 
 
 
 
 


