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  The Association of Personal Assistants - Membership & Upgrading Criteria 2007
	
	Eligibility criteria for Associate (AAPA)
	Eligibility criteria for Member (MAPA)
	Eligibility criteria for Fellow (FAPA)

	Work experience
	You must be currently employed in a role titled PA or be fulfilling duties that could reasonably be considered representative of those of a Personal Assistant. You need to be directly reporting to at least one Director or Senior Manager in this capacity.
	You must have at least three years’ relevant experience as a PA and be able to demonstrate your responsibility for the support of a Principal at Director or Senior Manager level. Your experience in the workplace needs to be current. 
	You must have at least ten years’ relevant 
experience as a PA in a senior position and be able to demonstrate responsibility for supporting a CEO/MD or senior Director. Current and most recent roles (a minimum of three years) must be at a strategic level.

	Current grade of APA membership
	This is the entry level grade for new comers to the role of PA.
	Associate Member (AAPA) upgrading in line with the eligibility criteria, an experienced PA or by passing an APA approved qualification. A degree will also allow entry at this level.
	Member (MAPA) upgrading in line with the eligibility criteria, an extremely experienced PA or by passing an APA approved higher qualification.

	CV
	Your CV must clearly show the position and time in post in a role that equates to that of a PA. 
	Your CV must clearly show the position and time in post in a role that equates to that of a PA. 
	Your CV must clearly show the position and time in post in a role that equates to that of a PA. 

	Code of Practice
	You must affirm your commitment to the Code of Professional Practice/Ethics at registration. 
	You must affirm your commitment to the Code of Professional Practice/Ethics at registartion. 
	You must affirm your commitment to the Code of Professional Practice/Ethics at registration. 

	Organisational level
	Working with a Principal (at Senior Manager level or higher) and being reponsible for diary, travel and administrative tasks in support of that individual.  
	Being the first line of support for a Director or Senior Manager and fulfilling all the tasks normally associated with those of a PA (including routine communication, diary, travel, meetings and briefings).
	Being the first line of support for a CEO/MD or Senior Director and fulfilling all the tasks of an executive PA. Executive team member with regular access to the senior management team. This may include senior operational roles and projects. 

	Range/depth of responsibilities
Range/depth of responsibilities (continued)
	Responsible for the day-to-day management of the Principal’s appointmets, meetings and travel arrangements.
	Responsible for developing and 
implementing specific support regimes for the Principal, managing junior staff and/or training juniors within an adminstrative office. At this level an individual may also have some budgetary responsibility.
	As Member plus responsible for all support functions. Formulates strategy, chairs/leads task forces and working groups on key strategic matters on the Principal’s behalf.. 

	Impact/influence
	Limited but in support of Principal. 

	Significant input into management of the Principal’s office and/or personnel and 
management policies. Implements policies that have a short-term impact. Responsible 
for making decisions or guiding other 
managers in the execution of their duties.
	As Member plus influences business / organisational policy and strategic aims and objectives. Principal’s representative, manages specific projects and influences strategic aims and objectives. 

	Management
	Limited. smaller projects only.
	Manages projects for Principal and attends and reports at team meetings. May have junior office staff and be responsible for their supervision, training and development.
	Manages a team, including other PAs, and is responsible for their development. Influential in all decisions relating to the Principal’s office and how it impacts with other Senior staff. May lead projects on Principal’s behalf. 

	Communications and relationships
	Direct contact with line managers at strategic level and/or peers from other organisations. This doesn’t include operational aspects and the supervision of employees. 
	Direct contact with line managers at strategic level and/or peers from other organisations. This may include operational aspects and the supervision of employees. 
	Direct and regular contact with board 
members and senior managers. Seen as a senior member of the management team by line managers and peers in other organisations. Highly respected team member.

	Recommended guidance 
	There is no additional information required to support application for this grade.
	Demonstrate the impact and influence 
you have in your organisation or in other organisations. Highlight the range and depth of your responsibilities in people management and development. Use specific examples or achievements to support your application. Avoid focusing on the operational delivery of basic personnel and development functions.  
	Concentrate on the strategic impact of your role. Demonstrate how your role impacts on and influences the people management and development strategies of your organisation and on business / organisational aims and objectives. Use specific examples or achievements to support your application.


