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	JOB DESCRIPTION SHEET



	POSITION:
	TYPE:
	 LOCATION:
	 
	
	

	Trainee Consultant / PA to Group CEO
	Permanent
	 Dublin
	
	
	

	
	
	
	
	
	

	COMPANY OVERVIEW

VISION is a business change and consultancy firm with a unique approach.  

We have a track record of producing breakthrough results for client companies located in three continents and operating in financial services, telecommunications, sports and entertainments, utilities and other sectors.  VISION Consulting is headquartered in Dublin with offices in New York, Edinburgh, Mexico City, and Santiago, Chile.  We specialise in six offerings:

· Strategic Mobilisation: Transforming your ability to make change happen  

· Service Innovation: Developing and implementing service promises and other service propositions that enable clients to introduce highly differentiated service that create a competitive advantage 

· Learning Teams: Improving sales and service in customer service operations; turns customers into promoters  

· Agile IT design and implementation: Cut IT costs, reduces development time and waste and increase IT customer satisfaction

· Leadership development and coaching: To make leadership teams and companies better able to identify opportunities and capture them 
· eServices: building brand and trust, in order to build relationships with consumers to buy more and stay longer 

We use Commitment-based Management techniques in leading complex projects and are famous for completing quality projects within budget, usually much faster than our clients expect.  We believe success in business is built on relationships that are founded on trust.  Commitment-based Management works through clear communication and coordination of action supported by technology.

VISION encourages employees to play an important part to advance its next generation technologies, business development, team development and personal development.  It provides employees with the opportunity to gain experience in other areas of the business. VISION is a high growth organisation with a goal orientated working environment encouraging flexible and refreshing approaches.

We seek a strong graduate to join our head office team as a Trainee Consultant, initially in the role of PA to the Group CEO.

	KEY OBJECTIVES & RESPONSIBILITIES

This is a role for an enthusiastic, driven, entrepreneurial graduate, who is eager to start their career in the management consultancy field.  The initial period in this role will be as PA to VISION’s Group CEO.  This is a key role within VISION Consulting, affording the graduate the opportunity to experience the operational challenges and successes of a management consultancy firm.  Working on a one-to-one basis you will be required to provide full PA and organisational support whilst also assisting with other parts of the business.  During this time, you will be exposed to all aspects of client engagements, client interactions, team dynamics, business development activity, marketing strategy, recruitment activity plus assisting in all director operational meetings.   Following approximately 2 years in this role, the graduate will most likely move into other areas of the business.


	GENERAL TASKS & DUTIES

· Provide full support to the Group CEO
· Manage the scheduling of internal meetings and conference calls
· Full diary management of personal and professional entries
· Management of booking  trips, flights, hotel etc for the CEO
· Preparation of materials, PowerPoint presentations and reading materials prior to meetings

· Follow up after meetings and plan to execute all actionable items
· Manage presentations, magazine articles and books with archives 

· Responsible for the VISION library, ordering new literature and distributing where required
· Assist in the management of email, making sure all actionable items are completed

· Note-taking, typing of emails, letters, memos and other documents
· Manage events with clients, i.e. Sports events, dinners, etc
· Closely manage the schedule of potential sales conversations and make sure there is follow up where needed
· Manage requests from HR/Operations, i.e. that CEO engage is certain conversations with members of the company, and Financial, i.e. signing of financial documents
· Assist HR team with setting interview times with the CEO and other directors, following up with candidates where required
· Assist the COO with building management, responding to tenant queries and assisting in the creation of new leases
· Manage CEO’s internal software commitment programme

	· Understand the Priorities for the CEO and manage his time accordingly. Strong emphasis in sales and project management
· Manage and regularly update the CEO’s LinkedIn profile

· Responsible for the CEO’s contact database, regularly updating and adopting good housekeeping of this

· Maintain a close eye on important projects and report to CEO
· Be a liaison between sales dept and CEO, i.e. keeping sales informed of meetings and their progress
· Manage expenses and submit monthly reports to CFO’s office
REQUIRED SKILLS & KNOWLEDGE
· Business experience in a fast-paced environment
· Strong written and verbal communication skills

· Flexibility, highly numerate, strong IT skills
· Consummate communicator

· Eagerness to develop a career in management consultancy

· Must be able to travel throughout the UK, Ireland and Europe

ADVANTAGEOUS SKILLS

· Experience of working within a team

· Good diagnosis and problem solving skills
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