PA/Admin Assistant- job post
Osman Consulting
1003 Stratford Road, Solihull B90 4BG
From £27,000 a year - Permanent, Full-time
Osman Consulting

1003 Stratford Road, Solihull B90 4BG

From £27,000 a year
Profile insights
Here’s how the job qualifications align with your profile.
Skills
· Organisational skills
· Office experience
· Microsoft Word
· + show more
Languages
· Arabic
· English
Do you know Arabic?
&nbsp;
Job details
Here’s how the job details align with your profile.
Pay
· From £27,000 a year
Job type
· Permanent
· Full-time
&nbsp;
Location
Estimated commute
Job address
1003 Stratford Road, Solihull B90 4BG
&nbsp;
Benefits
Pulled from the full job description
· Sick pay
· Relocation assistance
· Free parking
· Company pension
&nbsp;
Full job description
Readvertised and URGENTLY NEEDED
About Osman consulting:
Driven by humanitarian principles and ethics, Osman Consulting Ltd is an independent enterprise founded in the UK in 2008, providing technical expertise and consultancy to humanitarian community stakeholders, with the aim to improve effectiveness and efficiency of humanitarian action. We work through our network of skilled and multi-disciplinary professionals who are now part of the Osman Consulting team. We also have access to a reliable number of consultants that work for us on a project basis. We access contracts via submitting proposals for biding in very comparative environment. We work with government agencies, UN agencies, and international non-governmental organisation working in the field of relief and development.
Job purpose
The main purpose of this job is to assist the Managing Director and team with several clerical and administrative tasks at our office in Solihull. As well as grow the training and capacity element to the business.
About the role
This is a full-time position; you will report to the Managing Director. The role will be based at the HQ office in Solihull, and so candidates living within a commutable distance of the office would be preferred. This role has the potential to develop into a wider field of development within the organisation.
Job description, main duties and responsibilities:
· Office administration, day-to-day operations, maintaining office systems and procedures.
· Organisation, paperwork, filing (physical and digital).
· Data entry and database upkeep.
· Scheduling/keeping calendar updated of managing director.
· Attending meetings, typing minutes, and following up on their action.
· Organising meetings and following up with contacts on behalf of the managing director
· Proof reading emails and reports
· Searching for training and capacity opportunities
· Looking for learning and development opportunities for the team
· Logistics (e.g. booking flights, events, equipment.)
· Ad-hoc desk research
· Very occasionally travel around UK to assist Director when giving training
May also involve supporting:
· HR- devising job adverts, job descriptions, CV reviews, organising interviews, leading interviews
· Supporting on tasks from other departments.
. Communication focal point with Bright HR in all employees HR affairs and resolutions.
Qualifications and experience
Essential
· Qualifications or relevant experience in Office Administrator role
· Entitled to work in the UK without work permit
· Experience with office administration/management
· Excellent English communication skills
· Competent on Microsoft including Excel, Word and Outlook
Desirable
· Degree in related field
· Language skills in Arabic (not essential)
· Experience with humanitarian sector
Personal attributes
· Team player committed to international development as a career
· Outstanding oral and written communication skills
· Flexible, “can-do” attitude
· Highly self-motivated
· Ability to work independently, displaying strong initiative in solving day-to-day problems with limited direction
· Eager for learning and development opportunities, particularly in the humanitarian field.
· Ability to build relationships with a wide range of individuals from diverse backgrounds
Applications procedure
Applications should be submitted in English and include a CV, and cover letter (maximum two pages for each). Please send applications by email in Word or PDF format to info@osmanconsulting.co.uk, including ‘Programmes Coordinator, Osman Consulting’ in the subject line. Please note that only candidates selected for further consideration will be contacted.
*Applications in this platform will not be monitored. Please apply directly to our email.
Closing date: 28/02/2026
We reserve the right to close this vacancy early if we receive sufficient applications for the role. Therefore, if you are interested, please submit your application as early as possible.
Job Types: Full-time, Permanent
Pay: From £27,000.00 per year
Benefits:
· Company pension
· Free parking
· Sick pay
Ability to commute/relocate:
· Solihull B90 4BG: reliably commute or be willing to relocate with an employer-provided relocation package (preferred)
Work Location: In person










                                                                                               Abeer Abdelmagid
Long Ln, Halesowen, B62 9EF 


Hiring manager’s Osman Consulting Ltd
Solihull B90 4BG 

20th February 26

Dear Hiring Manger,
I am writing to express my interest in the PA/Admin Assistant position. I have several years of experience in administration, communications, and coordination roles. I bring strong organizational skills, attention to detail, and the ability to manage multiple priorities efficiently.  

I am highly proficient in Microsoft Office and experienced in scheduling, data management, meeting coordination, and supporting stakeholders. My work in international and humanitarian-related fields has improved my communication skills, cultural awareness, and my ability to work independently while effectively supporting teams.  
I am a proactive and reliable professional with a positive attitude. I am committed to continuous learning and contributing to your organization.  
I would welcome the opportunity to support your team and help ensure the smooth operation of your office.  

Yours sincerely,  
Abeer Yousif Siddig  



ABEER ABDELMAGID
Birmingham, B62 | Mobile: 07789 149 093 | Email: siddigabeer@gmail.com

Administration | Marketing Research | Communications Professional
Professional Summary
Results-driven professional with extensive experience in administration, strategic communications, marketing research, and stakeholder engagement. Proven ability to lead impactful media campaigns, deliver actionable market insights, and streamline office operations. Adept at organizing high-profile events, producing compelling content, and managing internal and external communications effectively.

Key Skills & Competencies
· Proficient in office coordination, meeting documentation, scheduling, and reporting.
· Skilled in planning and delivering public events, campaigns, and stakeholder workshops.
· Excellent interpersonal and communication skills for liaising with clients, partners, and internal teams.

Technical Skills & Training Courses:
· Midday school supervisor CPD level 3 accredited
· SQL: Basic querying and data analysis for research and reporting.
· Canva: Visual content creation for branding, social media, and presentations.
· CapCut: Video editing for campaigns, event highlights, and promotional material.
· Adobe Photoshop: Graphic design and photo editing for marketing collateral.

Professional Experience
Hurst Green Primary School | Casual Launchtime supervisor | June 2025 up to date
· Promoting safe and approprate behaviours within the school grounds as directed by the Lead Lunchtime Supervisor.
· Supervise children over lunchtime implementing lunchtime procedures.
· To take out and bring in lunchtime equipment ensuring it is taken care of and stored appropriately.
· To ensure children follow school rules over lunchtime.

Landell Mills – Dublin | PR & Communications Consultant – EU Delegation | Aug 2024 – Oct 2024
· Developed and implemented strategic media and public relations plans for the EU Delegation.
· Created content for press releases, podcasts, and social media platforms.
· Coordinated logistics and communications for events, conferences, and workshops.
· Tracked media coverage and assessed campaign effectiveness using analytics tools.

Dal Food Industries – Khartoum, Sudan | Marketing Communication & Account Manager | Jul 2016 – Oct 2023
· Led the development of creative briefs and marketing campaigns across print and digital platforms.
· Oversaw brand communication strategies and supervised daily administrative functions.
· Conducted in-depth market research to guide campaign planning and business strategy.
· Ensured efficient scheduling, internal correspondence, and cross-department coordination.

King’s College Hospital Clinics – UAE | Administration & Communication Supervisor | Aug 2013 – Jun 2016
· Managed administrative operations, including document preparation, budgeting, and HR onboarding.
· Scheduled meetings, maintained databases, and drafted executive-level communications.
· Recorded and followed up on meeting outcomes, ensuring timely completion of assigned tasks.

UN WHO – Sudan | Office Manager | May 2005 – Nov 2011
· Support/manage company day-to-day operations, systems, and staff
· Helping establish and maintain office procedures
· Assisting senior management team when needed

Education
Sudan Academy of Science for Banking & Financial Studies
Bachelor’s Degree in Banking & Financial Science

University of Wales Trinity Saint David - Certificate of Higher Education Business Skills - UK



References
Available upon request


