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PERSONAL ASSISTANT TO THE CHIEF EXECUTIVE 

Brief Statement of Conditions of Service

(i)
The salary scale has 8 incremental points and runs from £26,892-£30,890. Annual increments are subject to annual performance review.  Cost of living awards are made in April of each year.   

(ii)
The post is pensionable and is contributory.   The Foundation operates a group personal pension scheme.  Other previous pensionable service may be assimilated and pension earned may be transferred to other employment when the employee leaves.   The Foundation contributes 10% gross salary provided the employee contributes 3%.  Additional voluntary contributions can be made.

(iii)
The retiring age is 60. 

(iv)
Leave entitlement is 26 days each year. 

(v) All staff work 35 hours a week.  Where evening or weekend work is required, time off in lieu is given.  Flexibility in working hours is expected of the PA to the Chief Executive.

(vi) The Personal Assistant to the Chief Executive is normally expected to give four weeks notice.  Staff will receive four weeks notice with an additional one week's notice for every year of continuous employment between the fifth and eighth year building to a maximum of 12 weeks notice thereafter.

(vii) CPF operates a non-smoking policy.

(viii) Further details relating to Conditions of Service will be contained in a Contract of Employment. 
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