
 

 

Role:   Personal Assistant 
Basis:   Part Time 
Salary/Package:  £25,000 - £30,000 
 
Who are Planet IT? 

Planet IT are an award winner leading IT company offering complete out-sourced IT solutions to 
organisations across the UK and Europe. Based on Milton Park, Oxford, we provide a comprehensive 
range of support services, software and hardware solutions to major blue-chip clients as well as local 
companies and our technicians are highly skilled in planning, implementing and trouble shooting. 
 
Planet IT strive to become one of the top places to work in the UK – in fact, we believe that we 
already are! Most of the team have been here for years, have built a terrific career, and as corny as 
it may sound, we really do call ourselves the Planet Family.  
 
We welcome new people to the team all the time, from all backgrounds and all levels of experience. 
 
We are able to attract talent to our business by investing in staff training and staff rewards, which 
has become a bedrock of our success. This initiative has resulted in staff becoming even better at 
what they do, great staff retention and greater company buy-in from the team. As part of this 
strategy, the more staff learn via official courses, the better the service and the more we reward 
them.  

 

Primary Purpose 

As a Personal Assistant (PA) at Planet IT you’ll work closely with the senior management team and in 

particular the managing directors to provide administrative support. You will be first point of contact 

for the managing directors to help prioritise and manage their time effectively. Your role will be 

varied, and no two days are the same, this can include business tasks such as scheduling, taking and 

preparing minutes to being involved in personal issues such as travel arrangements and running 

personal errands.  

Key Responsibilities 

• Provide daily support to the Managing Directors along with general administration support 

as and when required. 

• Maintain and organise the Managing Director’s diary. 

• Schedule personal and professional appointments. 

• Coordinate Management, Associate Director, and Director meetings. 

• Make travel and hotel arrangements, including international travel. 

• Take notes at meetings, prepare the minutes, and distribute to all participants. 



 

 

Behaviors Required 

• Excellent attention to detail. 

• Strong written and verbal communication skills. 

• Ability to prioritise and multitask efficiently. 

• Discretion and tact. 

• Good knowledge and experience using Microsoft packages. 

• Previous PA/Secretarial experience would be beneficial. 

 

 

What we offer you 

• 25 Days Holiday and rising (plus bank holidays) 

• Flexible working (WFH incentives) 

• Bupa Cash Plan 

• Discounted gym membership 

• Cycle Scheme 

• Christmas Parties 

• Car Parking 

 

Planet IT is an equal opportunities employer and welcome all candidates to apply with the right to 

work in the UK.  

 

 


