








Permanent Salaries
Page Personnel Secretarial  |  Salary Survey 2008

www.pagepersonnel.co.uk SECRETARIAL

We have broken the salaries down this year by location and into Financial Services 
and Commerce and Industry where appropriate.

Canary Wharf Financial Services

Min (£/year) Average (£/year) Max (£/year)

Executive Assistant 35,000 45,000 65,000

Offi ce Manager 27,000 35,000 45,000

PA (1:1) 30,000 35,000 45,000

PA (Team) 28,000 32,000 36,000

Team Secretary 20,000 25,000 30,000

College Leaver Secretary 18,000 20,000 25,000

Research Assistant 28,000 32,000 35,000

Administrator 35,000 40,000 45,000

Team Administrator 20,000 25,000 28,000

Receptionist 17,000 23,000 28,000

Graduate Secretary 18,000 20,000 25,000

Industry & Commerce

Min (£/year) Average (£/year) Max (£/year)

Executive Assistant 30,000 35,000 40,000

Offi ce Manager 30,000 35,000 40,000

PA (1:1) 20,000 30,000 38,000

PA (Team) 26,000 30,000 34,000

Team Secretary 20,000 26,000 30,000

College Leaver Secretary 20,000 23,000 25,000

Administrator 24,000 26,000 28,000

Team Administrator 18,000 25,000 28,000

Receptionist 18,000 22,000 27,000

Graduate Secretary 18,000 20,000 22,000
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We have broken the salaries down this year by location and into Financial Services 
and Commerce and Industry where appropriate.

West End Financial Services  

Min (£/year) Average (£/year) Max (£/year)

Executive Assistant 32,000 35,000 45,000

Offi ce Manager 30,000 35,000-40,000 55,000

PA (1:1) 30,000 32,000-35,000 40,000

PA (Team) 28,000 30,000 34,000

Team Secretary 24,000 26,000-28,000 32,000

College Leaver Secretary 21,000 22,000 24,000

Administrator 24,000 26,000 28,000-30,000 (supervisor)

Team Administrator 20,000 22,000-24,000 26,000

Receptionist 19,000 22,000-24,000 25,000

Graduate Secretary 18,000 20,000 22,000

Industry & Commerce

Min (£/year) Average (£/year) Max (£/year)

Executive Assistant 33,000 35,000-36,000 40,000

Offi ce Manager 33,000 35,000-36,000 40,000

PA (1:1) 30,000 33,000 35,000

PA (Team) 30,000 33,000 35,000

Team Secretary 23,000 25,000 30,000

College Leaver Secretary 20,000 23,000 28,000

Administrator 20,000 23,000 25,000

Team Administrator 20,000 22,000 25,000

Receptionist 18,000 22,000 25,000

Graduate Secretary 20,000 22,000 25,000
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West London including Hammersmith and Chiswick Park
Industry & Commerce

Min (£/year) Average (£/year) Max (£/year)

Executive Assistant 30,000 35,000 37,000

Offi ce Manager 30,000 35,000 37,000

PA (1:1) 28,000 33,000 35,000

PA (Team) 25,000 30,000 33,000

Team Secretary 23,000 25,000 28,000

College Leaver Secretary 20,000 23,000 25,000

Administrator 20,000 23,000 25,000

Team Administrator 20,000 22,000 24,000

Receptionist 18,000 20,000 23,000

Graduate Secretary 18,000 20,000 22,000
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Roles in Focus

Executive Assistant
This is a high profi le position, which is well paid and highly sought after. Typically a 1:1 role for an Executive Board
Member (or similar), this role is highly involved and will include extensive diary management, often being 
the decision maker in making appointments and acting as the interface between the individual and his global 
direct reports.

Access to sensitive and confi dential information requires candidates to have a great deal of discretion and 
employees must be able to develop a thorough understanding of the business, its products and the function 
of senior management. The role is likely to include a large amount of liaison with clients and other senior level 
PA’s and may involve the PA being present at business meetings and even acting on behalf of their boss in 
their absence. Executive Assistants will often accompany their boss on overseas business trips.

Min (£) Average (£) Max (£)

Executive Assistant  30,000 36,000 65,000

Office Manager
This is a very generalist title. Often an Executive Assistant to a CEO of a small to medium sized company will 
take responsibility for offi ce management. This can include facilities and property management, recruitment and 
overseeing the support function as well as health and safety matters. In larger corporate organisations this will 
be more of a specialist role, often encompassing budget responsibility.

Min (£) Average (£) Max (£)

Offi ce Manager 27,000 35,000 50,000

Personal Assistant
Historically, a PA would typically work on a 1:1 basis, supporting a senior member of staff. Today as professionals 
become more IT literate, PA’s increasingly support a senior individual and their key direct reports and can often 
develop their roles to encompass event management, research and ad hoc projects. A PA role, therefore can be a 
very diverse role, often with a heavy business focus. For the sake of defi nition, a PA would support at Managing 
Director or Head of Department level and team.

Min (£) Average (£) Max (£)

PA (1:1) 20,000 32,000 45,000

PA (1:1 plus Team) 28,000 30,000 40,000

Senior Secretary
Supporting a Director and key direct reports. Emphasis is on diary management and often organising 
complex travel for the most senior member of a team and secretarial and administrative support to the other 
team members.

Min (£) Average (£) Max (£)

Senior Secretary 20,000 26,000 35,000
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Team Secretary
A Secretary supporting a number of people. This can vary from a small team (typically 5 to 10) to a full department 
of up to 100.

Min (£) Average (£) Max (£)

Team Secretary 20,000 26,000 35,000

College Leaver Secretary
An entry level role for Secretaries who have just completed formal secretarial training (usually a 1 to 2 
year course).

Min (£) Average (£) Max (£)

College Leaver Secretary 18,000 22,000 28,000

Administrator
The skills required for an Administrator depends on the seniority of the position. Duties can include data entry, 
fi ling and general offi ce administration. Senior Administrators can supervise specifi c areas such as HR and IT. 
Salaries vary greatly due to this very broadly used title.

Min (£) Average (£) Max (£)

Administrator 18,000 26,000 45,000

Team Administrator 18,000 23,000 28,000

Receptionist
Receptionists create the fi rst impression of the company and as such, this is a pivotal role to any corporate 
organisation. Impeccable customer service, personal presentation and excellent communication skills are a 
must for this key role.

Min (£) Average (£) Max (£)

Receptionist 17,000 22,000 27,000

Research Assistant
A research assistant is a ‘super secretary’ someone with excellent IT skills including all Microsoft offi ce packages, 
internet and e-mail, with experience of Reuters and Datastream who can really add value to the team and their 
business requirement. They have considerable client contact and have specifi c knowledge of the sector they 
operate in. 

Min (£) Average (£) Max (£)

Research Assistant 18,000 23,000 28,000

Desk Assistant 
Desk Assistants are based on the trading fl oor; they work under pressure and often sup port large teams. 
They are commercial with strong business acumen and are involved with the operational side as well as the 
administrative support. 

Min (£) Average (£) Max (£)

Desk Assistant 25,000 30,000 40,000

 

Roles in Focus  
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Temporary Market Overview

2008 has seen a real boom in temporary roles across London and fi rms have benefi tted from some exceptional 

candidates made available on the market by some of the fi nancial organisations who have cut some headcount.  

More cautious fi rms who may be restricted by headcount changes have changed permanent headcount 

to temporary roles or even contract roles and this has made the temporary market enormously competitive.

Rates have broken the £20 an hour barrier this year and after years of rates being stuck at the same levels 

secretaries and PAs are now truly being recognised for the value they bring to an organisation coming in as 

a temp and having to be immediately familiar with systems and procedures and being immediately productive.  

We have seen a huge increase in ‘start no interview’ roles this year in order to speed up the process – CVs are 

enough to make a decision when you want someone to get in and get them up and running quickly rather than 

waiting to hire through an interview process which can slow things down considerably and affect the build 

up of work.    

The Sit In Service has remained popular this year and we have introduced this across all three offi ces so clients have 

a huge choice of candidates available on a daily basis in case of sickness or last minute requests for 

a days holiday.  

Booking good temps in advance for periods of cover such as summer/Christmas or Easter holiday or even to help 

out – particularly “been before” candidates who have experience of the organisation – this has really improved 

this year as the temp market has become very busy.  

Coupled with longer term and career temporary candidates we have also continued to focus on attracting 

candidates on shorter or limited Visas which has dramatically increased the volume of strong candidates on 

the market. Our Temp of the Month competition, weekly candidate breakfasts and our Quarterly Temp Newsletter 

have strengthened our relationship with our candidates and candidate care continues to be a high profi le focus 

for all our consultants. 

 “...Rates have broken the £20 
an hour barrier this year...”
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Industry & Commerce

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 15 16 17

Offi ce Manager 15 16 17

PA (1:1) 14 15 16

PA (Team) 14 15 16

Team Secretary 12 13 14

College Leaver Secretary 11 12 13

Administrator 14 15 16

Team Administrator 10 11 12

Receptionist 9 11 13

Graduate Secretary 9 10 11

Data Entry 9 10 11

City Financial Services

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 16 18 20

Offi ce Manager 16 18 20

PA (1:1) 15 17 18

PA (Team) 15 16 17

Team Secretary 13 14 15

College Leaver Secretary 12 13 14

Administrator 15 16 17

Team Administrator 11 12 13

Receptionist 10 11 12

Graduate 10 11 12

Data Entry 8 9 11

Research Assistant 16 18 21

Desk Assistant 14 16-17 20

Temporary Rates 
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Industry & Commerce

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 15 16 17

Offi ce Manager 15 16 17

PA (1:1) 14 15 16

PA (Team) 14 15 16

Team Secretary 12 13 14

College Leaver Secretary 11 12 13

Administrator 13 15 16

Team Administrator 12 12 13

Receptionist 10 11 13

Graduate Secretary 9 10 11

Data Entry 9 10 11

Canary Wharf Financial Services

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 16 18 20

Offi ce Manager 16 18 20

PA (1:1) 15 17 18

PA (Team) 14 15 16

Team Secretary 13 14 15

College Leaver Secretary 12 13 14

Administrator 15 16 17

Team Administrator 12 12 13

Receptionist 10 11 12

Graduate 10 11 12

Data Entry 8 9 11

Research Assistant 15 18 20

Desk Assistant 15 16 18

Temporary Rates 
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Industry & Commerce

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 14 16 17

Offi ce Manager 14 16 17

PA (1:1) 13 15 16

PA (Team) 13 15 16

Team Secretary 11 13 14

College Leaver Secretary 10 12 13

Administrator 12 13 14

Team Administrator 10 11 12

Receptionist 9 10 12

Graduate Secretary 8 10 11

Data Entry 8 9 11

West End Financial Services

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 15 17 20

Offi ce Manager 15 17 20

PA (1:1) 13 15 17

PA (Team) 13 15 18

Team Secretary 12 14 17

College Leaver Secretary 11 12 13

Administrator 13 14 16

Team Administrator 11 12 14

Receptionist 9 10 12

Graduate 8 10 12

Data Entry 8 9 11

Desk Assistant 14 15 18

Temporary Rates 
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We have broken the salaries down this year by location and into Financial Services 
and Commerce and Industry where appropriate.

Croydon

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 30 35 40

Offi ce Manager 25 32 40

PA (1:1) 26 28 34

PA (Team) 24 27 31

Team Secretary 21 24 27

College Leaver Secretary 17 19 21

Administrator 19 22 25

Team Administrator 21 24 27

Receptionist 18 20 24

Graduate 17 19 23
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We have broken the salaries down this year by location and into Financial Services 
and Commerce and Industry where appropriate.

Glasgow

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 24 25 28

Offi ce Manager 20 21 24

PA (1:1) 21 23 26

PA (Team) 22 24 26

Team Secretary 19 20 22

College Leaver Secretary 15 16 18

Administrator 15 16 18

Team Administrator 15 16 18

Receptionist 14 16 18

Graduate 14 16 18

Milton Keynes

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 27 30 34

Offi ce Manager 22 25 30

PA (1:1) 21 23 26

PA (Team) 22 23 26

Team Secretary 18 20 22

College Leaver Secretary 15 17 18

Administrator 16 17 18

Team Administrator 16 17 18

Receptionist 15 18 21

Graduate 15 17 18
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We have broken the salaries down this year by location and into Financial Services 
and Commerce and Industry where appropriate.

Reading & Slough

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 28 32 38

Offi ce Manager 23 25 30

PA (1:1) 26 28 32

PA (Team) 24 26 30

Team Secretary 21 24 27

College Leaver Secretary 17 19 21

Administrator 19 22 25

Team Administrator 21 24 27

Receptionist 18 20 24

Graduate 17 19 23
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West London Industry & Commerce

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 14 15 16

Offi ce Manager 13 15 16

PA (1:1) 12 14 15

PA (Team) 12 14 15

Team Secretary 11 13 15

College Leaver Secretary 9 11 12

Administrator 11 12 13

Team Administrator 9 10 12

Receptionist 8 9 10

Graduate 7 9 10

Data Entry 7 9 10

Temporary Rates 
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Croydon

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 15 17 20

Offi ce Manager 12 16 20

PA (1:1) 13 14 16

PA (Team) 12 13 15

Team Secretary 10 12 14

College Leaver Secretary 8 10 12

Administrator 10 12 14

Team Administrator 10 12 15

Receptionist 9 10 12

Graduate 9 10 12
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Glasgow

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 13 14 15

Offi ce Manager 11 12 13

PA (1:1) 12 13 14

PA (Team) 12 13 14

Team Secretary 10 11 12

College Leaver Secretary 8 9 10

Administrator 8 9 10

Team Administrator 8 9 10

Receptionist 7 8 9

Graduate 7 8 9

Milton Keynes

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 14 16 18

Offi ce Manager 12 13 16

PA (1:1) 11 13 15

PA (Team) 12 13 14

Team Secretary 10 11 12

College Leaver Secretary 8 9 10

Administrator 9 10 11

Team Administrator 9 10 11

Receptionist 8 9 11

Graduate 8 9 10
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Reading & Slough

Min (£/hour) Average (£/hour) Max (£/hour)

Executive Assistant 15 17 20

Offi ce Manager 12 14 16

PA (1:1) 13 14 16

PA (Team) 12 13 15

Team Secretary 10 12 14

College Leaver Secretary 8 10 12

Administrator 10 12 14

Team Administrator 10 12 14

Receptionist 9 10 12

Graduate 9 10 12
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Candidates

Candidates

In 2008 Page Personnel Secretarial has increased its presence with job boards and 

various media to continue to attract the best candidates in the market. Our spend with the media remains the 

highest of all recruitment companies and we will continue to invest as candidates are of utmost importance 

to us as a business and we are constantly looking to recruit the top talent in the market.  

In addition to our commitment and presence in the media we have initiated a number of new ways in 2008 

of attracting top talent : 

Page Personnel Secretarial are proud to be one of only two suppliers to the PA Club which is a prestigious 
organisation representing the most senior PAs in many London 
organisations. The Club networks senior level candidates and suppliers such as venues, fl orists, 

travel organisations and recruitment at regular events in London and this has proved popular for candidates 

and allows us market information across all sectors and valuable feedback from these truly exceptional 

candidates. Candidates are invited to join if they support MD, Partner or CEO level bosses and it really 

is an exclusive club!

Page Personnel Secretarial is extremely privileged to be one the recruiters of choice associated with Quest 

Secretarial College in London. Quest is the amalgamation of the three top secretarial colleges in London – Lucie 

Clayton, Queen’s and St James’s, all now under one name and in one location bringing together the crème of 

teaching from all three colleges. Page Personnel Secretarial visit the college on a regular basis to give talks 

to the students about how to fi nd their fi rst job -  whether they are from 24 week intensive graduate courses 

or three term traditional secretarial courses which would normally include shorthand. We have also been 

involved in providing work experience for many of the students with a large number of our clients. The work 

experience placements are two weeks in duration and give students a real life experience of being a secretary/PA. 

The majority of the students are post A level or are graduates and Quest is able to train to exceptional level 

of skills including students to 80 wpm typing. Quest students are extremely popular as they are so well-trained and 

an excellent addition to any organisation in starter level roles.   

International Reach 

PP has two dedicated Global Opportunities Consultants based in Sydney resourcing candidates prior to 

their departure to the UK from Australia and Asia Pacifi c. Our consultants therefore know who they are before 

they even arrive.  
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City Secretarial
11th Floor
5 Aldermanbury Square
London EC2V 7HR
t: 020 7776 5920 
f: 020 7776 5989 
e: secretarial@pagepersonnel.co.uk

West End Secretarial
Kinnaird House
1 Pall Mall
London SW1Y 5AU
t: 020 7024 2070 
f: 020 7024 2149 
e: secretarial@pagepersonnel.co.uk

Canary Wharf
Part level 28
One Canada Square
London E14 5AB
t: 020 7715 2950 
f: 020 7715 2999 
e: canarywharf@pagepersonnel.co.uk

Chiswick Secretarial
389 Chiswick High Road
Chiswick
Lonsdon W4 4AJ
t: 020 8987 3280 
f: 020 8987 3299 
e: chiswick@pagepersonnel.co.uk

Slough Secretarial
1st Floor Abbey House
18-24 Stoke Road 
Slough SL2 5AG 
t: 01753 826 380 
f: 01753 826 399 
e: slough@pagepersonnel.co.uk

Reading Secretarial
Ground Floor, Aquis House
49-51 Blagrave Street
Reading  RG1 1PL 
t: 0118 933 7020 
f: 0118 933 7039 
e: reading@pagepersonnel.co.uk

Milton Keynes Secretarial
4th Floor, Acorn House
393 Midsummer Boulevard
Milton Keynes  MK9 3HP 
t: 01908 355190 
f: 01908 355199 
e: mksecretarial@pagepersonnel.co.uk

Glasgow Secretarial
6th Floor
180 West George Street
Glasgow  G2 2NR 
t: 0141 331 7960 
f: 0141 331 7939 
e: glasgow@pagepersonnel.co.uk

Croydon Secretarial
1st Floor, Saffron House
15 Park Street 
Croydon  CR0 1YD 
t: 020 8633 9320 
f: 020 8633 9339 
e: croydon@pagepersonnel.co.uk
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