
Vacancy 

 

Generali PanEurope Limited 

Business Address: Generali House, Navan Business Park, Athlumney, Navan, County Meath, Ireland 

Tel: +353 (0)46 909 9700  Fax: +353 (0)46 909 9849  Email: employment@generali.ie  

 

www.generalipaneurope.ie 

 

Generali PanEurope Limited is regulated by the Central Bank of Ireland. 

 

Generali PanEurope Limited is a limited company registered in Ireland (Number 311420)  

with a registered Office at 25-28 North Wall Quay, Dublin 1, Ireland. Generali PanEurope Limited  

is part of the Generali Group with a listed number in the Italian Insurance Group Register of 026. 

 
 

Job Title:  Executive Assistant  

Reports to: Executive Office Manager, CEO Office 

Location of Role: Navan 

 

Job Purpose: 
 To provide confidential PA support to the GPE CEO  

 To provide selected support to GPE Exco  

 To provide support to the Executive Office Manager in provision of office 
and infrastructure management services  

 To organise all travel arrangements for GPE staff in the most cost effective 
way possible  

 To liaise with facilities and maintenance providers  

 The role holder will display excellent organisational skills and a high level of 
confidentiality.  

 The role holder must be capable of communicating in a friendly and 
approachable manner that inspires customer confidence.  

 The role holder will use initiative to resolve queries.  

 The role holder will display a strong attention to detail.  
 

  

Required 

Qualification & 

Experience:  

 
 Experience of providing secretarial support to senior staff  

 High Competencies in PC products  

 Strong secretarial and administrative skills  

 
Critical Competencies 

 Excellent communication skills – written and verbal  

 Excellent organisation skills  

 The ability and confidence to deal with staff at all levels  

 Professional and mature attitude to work  

 High attention to detail  

 
 

 


