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Core Administrative Skills
· Diary, calendar, and schedule management across executives or multiple time zones.
· Travel coordination, including booking flights, hotels, visas, and itineraries.
· Organizing meetings, video conferences, and large-scale events.
· Minute-taking (formal meeting notes) and document preparation.
· Handling correspondence and email management efficiently.
· Maintaining databases, CRM tools, or other office records.
· Processing expense reports



 
 Technology & Software Proficiency
· Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) — advanced use is often emphasized.
· Video conferencing tools (Zoom, Teams, or similar) for virtual meetings.
· Some roles mention Mac OS and Apple-specific software (Pages, Numbers, Keynote).
· Ability to use IT tools for scheduling, tracking, or reporting purposes.


   Communication & Interpersonal Skills
· Excellent written and verbal communication skills.
· Professionalism in interactions with executives, colleagues, and external stakeholders.
· Ability to liaise with senior executives and cross-cultural or international teams.
· Maintaining confidentiality, discretion, and tact
 

 Organizational & Planning Skills
· Multitasking and prioritizing competing demands.
· Proactively anticipating the needs of executives.
· Coordinating across multiple teams, offices, or time zones.
· Supporting ad hoc projects or initiatives
  
   Experience & Professionalism
· Previous experience as an Executive Assistant, Personal Assistant, or Office Manager.
· Experience in fast-paced, professional, or corporate environments.
· Professional discretion and reliability.
· Some roles prefer exposure to finance, investment, manufacturing, or real estate sectors (optional in some cases).







 Personal Attributes
· Self-motivated, resourceful, and proactive.
· High energy and positive contribution to team spirit.
· Attention to detail and accuracy.
· Flexible and adaptable to changing demands.
· Loyalty, tact, and confidentiality


	Administrative
	Calendar management, travel coordination, meeting organization, minute-taking, expense reporting

	Technology
	Microsoft Office (advanced), Outlook, Teams/Zoom, Mac OS & Apple software (optional)

	Communication
	Professional communication, stakeholder liaison, email management, discretion

	Organizational
	Prioritization, multitasking, proactive planning, ad hoc project support

	Experience
	Exec/PA support experience, corporate/professional office exposure, industry knowledge (optional)

	Personal Attributes
	Proactive, resourceful, adaptable, attention to detail, confidentiality, team-oriented



Full job description 
 
Overview 
 
 
 
When you join Hines, you will embark on a career journey fueled by vision and guided by leaders who set the standards of our industry. 
Our legacy is rooted in innovation and excellence, earning us a spot on Fast Company’s esteemed annual list of the World’s Most Innovative Companies, as well as recognition as one of U.S. News & World Report’s Best Companies to Work For in 2024. Discover endless opportunities to grow and make your mark at Hines. 
 
 
 
Responsibilities 
 
We are seeking a highly organized and proactive Executive Assistant to support the Co-Heads of Investment Management (based in the U.S. and Singapore) and the Chief Operating Officer-Investment and Strategy (based in London). This London-based role is critical for managing European scheduling and coordination, ensuring seamless support across global time zones. 
 
 
 
Hours are 9:00am to 6:00pm Monday to Friday. Occasionally, irregular hours may be required and flexibility with regard to arriving before 9:00am and/or staying beyond 6:00pm is essential. Manage complex calendars across multiple time zones, including liaising with internal and external contacts to arrange meetings, conference calls, etc. 
 
Arrange large internal virtual meetings, including management of attendees, ensuring correct functionality is in place with support from IT as needed. 
 
Organize internal conference calls with large number of participants across various time zones. 
 
Coordinate closely with colleagues supporting the Co-Heads in the U.S. and Singapore to ensure global alignment. 
 
Act as the central point of contact for scheduling meetings for the Co-Heads with their European team members and other European stakeholders, and for detailed scheduling of trips to Europe. 
 
Compile and manage expense reporting and process. 
 
Organize meetings, video conferences, and travel arrangements. 
 
Act as local point of contact and local support for other Investment & Strategy executives visiting the London office 
 
Provide light-touch support, e.g. complex meeting scheduling or travel arrangements, for up to two Managing Directors 
 
Maintain confidentiality and handle sensitive information with discretion. 
 
Support ad hoc projects and initiatives as required by the COO. 
 
 
 
Qualifications 
 
 
 
Minimum Requirements include: 
 
 
 
Five or more years’ experience in an executive administrative role in a professional office environment. 
 
Advanced proficiency in Microsoft Office software. 
 
Ability to compose various correspondence, documents and reports using proper format, punctuation, grammar, diction, and style. 
 
Some experience in real estate investment environment useful, not essential. 
 
Agile ways of working, responsive to the needs and working patterns of the individual executive 
 
Pro-active, self-motivated and adept at using own initiative to be most effective. 
 
Resourceful with a can-do attitude. 
 
Flexible with regard to changes in priorities, schedules and tasks. 
 
Ability to assertively, efficiently and calmly multi-task and prioritise. 
 
Attention and care for detail. 
 
Positive, high level of energy and contribution to team spirit. 
 
Loyalty, discretion and tact. 
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Full job description 
 
?? Executive Assistant 
 
?? Location: Ansty Park, Coventry 
?? Type: Permanent ¦ ?? Hours: 36 per week 
?? Salary: £45,000 per annum 
?? Benefits: Private medical, double pension contribution, electric lease car scheme, cycle to work scheme, 25 days holiday (plus bank holidays), and more. 
 
About MTC 
 
The Manufacturing Technology Centre (MTC) is a leading organisation driving innovation in engineering and advanced manufacturing. We work with hundreds of industrial clients across sectors including aerospace, automotive, rail, electronics, and defence—bridging the gap between academia and industry. 
 
With locations in Coventry, Liverpool, and Oxford, and backed by one of the largest public sector investments in UK manufacturing, MTC is rapidly expanding and increasingly in demand. 
 
The Role 
 
We’re looking for a proactive and highly organised Executive Assistant to support our Executive Team. This is a dynamic role that involves diary management, travel coordination, meeting support, and wider administrative duties to ensure the smooth running of day-to-day operations. 
 
Key Responsibilities: 
 
Provide comprehensive administrative support to the Executive Team. 
 
Manage diaries, meetings, room bookings, and catering. 
 
Coordinate travel and accommodation arrangements. 
 
Attend meetings, take formal minutes, and distribute papers. 
 
Maintain confidentiality and act as a trusted point of contact. 
 
Collaborate with other PAs and support wider team activities. 
 
Uphold MTC’s values: One Team Together, Pursuit of the Best, Insatiable Curiosity, and Enterprising Spirit. 
 
About You 
 
Essential: 
 
Excellent communication and interpersonal skills. 
 
Strong administrative experience, including formal minute-taking. 
 
Proficient in Microsoft Office Suite. 
 
Commercial and financial awareness. 
 
High integrity and discretion. 
 
Ability to manage changing priorities and work independently. 
 
Desirable: 
 
Relevant qualifications such as CAP, Executive Assistant Certification, MOS, or PRINCE2. 
 
What to Expect 
 
A two-stage interview process. 
 
Security Clearance (SC) will be required. Learn more here. 
 
Apply Now 
 
Join a forward-thinking organisation where your contribution will make a real impact. Apply today and be part of something extraordinary. 
 
The Manufacturing Technology Centre (MTC) was established in 2010 as an independent Research & Technology Organisation (RTO) with the objective of bridging the gap between academia and industry – often referred to as ‘the valley of death’. 
 
It represents one of the largest public sector investments in UK manufacturing and, after four years of planning and a 16 month build, the facility opened at Ansty Park in Coventry at the end of 2011. 
 
In December 2011, there were 16 industrial members, 44 staff and just a few key pieces of equipment in the ‘workshop’. 
 
Over the following seven years the MTC’s rapid growth has seen the expansion of our campus with the construction of three more facilities, including the opening of the Advanced Manufacturing Training Centre and the National Centre for Additive Manufacturing. 
 
Our role has also increased to cover not only R&D but also Training, Advanced Manufacturing Management and Factory Design. 
 
We now have over 700 talented employees working with us. 
 
During this time we have helped hundreds of companies across a range of industries and over 100 of them have become members of the MTC. 
 
 
 
Full job description 
 
The Role 
 
We are seeking a highly organised and efficient Office Manager / Executive Assistant to support Birmingham/UK based Senior Managing Directors (SMDs) and Managing Directors (MDs), and the broader Birmingham team of c.40 people, who focus on financial advisory transactions across the UK and Europe. 
 
Hours - 25 hours per week, ideally spread over 4 – 5 days, in our city centre Birmingham office where you’ll have the opportunity to work closely with talented colleagues and contribute to a vibrant, engaging workplace culture. We are open to discussing a flexible schedule that works for the right candidate. 
 
You should be able to pre-empt issues or problems before they arise and work closely with your SMDs and MDs in helping them to find solutions. You will be expected to work in close collaboration with the wider Teneo Birmingham team, and will also be responsible for building working relationships with peers across our client organisations as well as the wider Teneo network. 
 
The Office Manager / Executive Assistant will ensure the smooth operation of Teneo Birmingham’s office environment, providing exceptional administrative support and ensuring an outstanding experience for clients, staff, and visitors. 
 
This is a busy and varied role which requires experience supporting a team in a fast paced environment, who can bring exceptional organisational and communication skills. The ideal candidate will have experience in a similar environment and enjoy a role where an ability to multi-task and liaise effectively with people of all levels across different organisations, countries and cultures is key. 
 
Key Responsibilities 
 
Main point of contact when the SMDs and MDs are unavailable – dealing with senior personnel on their behalf. 
 
Maintain key relationships with counterpart EAs/PAs at client offices and build knowledge of key clients. 
 
Proactive management of SMDs and MDs calendars and responding accordingly to diary / calendar changes. 
 
Maintain contact databases and CRM tools for client and office records. 
 
Management and coordination of flight and other travel activities for the Teneo Birmingham team, ensuring timely preparation whilst adhering to the firm's travel policy to ensure cost efficiencies at all times. Where appropriate, assisting with the preparation of any travel-related visa applications and other protocols. 
 
Processing expense claims for senior team members in a timely manner. 
 
Managing business-sensitive information in a professional manner and maintaining highest levels of confidentiality. 
 
Supporting other EAs across Teneo Financial Advisory during times of leave or sickness, and creating a supportive and efficient environment for the wider support team to work in. 
 
Support our People Operations team with our onboarding processes, ensuring new hires have access to necessary equipment and resources 
 
Critical management of the Teneo Birmingham’s office environment to maintain optimal operational of processes and structures. 
 
Conference room and visitor management, including organising all aspects of internal and external events (e.g lunches, dinners and any other ad hoc client entertainment) and ensuring spaces are well-prepared and equipped. 
 
Maintaining office supplies of stationery, IT equipment and refreshments. 
 
Ownership of contractor relationships, organising regular site visits and working permits, liaising with central Teneo facilities team on any office related issues. 
 
Dealing with incoming post in line with Teneo’s post operating policies. 
 
Key Skills & Experience 
 
Proven experience in a similar role within a fast-paced, multicultural environment with demonstratable exceptional communication and organisation skills. 
 
Demonstrated history of managing a busy office. 
 
Advanced MS Outlook skills are essential (proficient use of email, calendar, internet and intranet) 
 
Proficient in MS Office Suite (Word, Excel, PowerPoint), using Word at an advanced level. 
 
Has exceptional attention to detail and superior organisational skills in pursuing and completing, to full resolution and satisfaction, multiple and overlapping tasks. 
 
Strong interpersonal and communication skills, with a professional demeanour. 
 
Proactive, flexible, and solution-oriented mindset. 
 
Self-starter with the ability to work autonomously and collaboratively within a team. 
 
Uses knowledge of the business to support the SMD's and MDs. 
 
Advanced Outlook skills (proficient use of email, calendar, internet and intranet essential). 
 
What can we offer you? 
 
New joiners are supported by a week-long induction programme, and continuous improvement is achieved through a structured and tailored programme that suits your career development. 
 
As well as this we offer a whole host of benefits and reward including. 
 
Competitive Salary 
 
28 days holiday 
 
Discretionary Bonus Scheme 
 
Cash benefits allowance 
 
Company Pension Scheme 
 
Extensive investment in personal development & learning 
 
Enhanced maternity and paternity leave (depending on length of service) and shared parental leave 
 
Group Income protection 
 
Life assurance 
 
Cycle to work schemes 
 
Regular social, cultural and charitable activities 
 
About Teneo 
 
Teneo is the global CEO advisory firm. We partner with our clients globally to do great things for a better future. 
 
Drawing upon our global team and expansive network of senior advisors, we provide advisory services across our five business segments on a stand-alone or fully integrated basis to help our clients solve complex business challenges. Our clients include a significant number of the Fortune 100 and FTSE 100, as well as other corporations, financial institutions, and organizations. 
 
Our full range of advisory services includes strategic communications, investor relations, financial transactions and restructuring, management consulting, physical and cyber risk, organizational design, board and executive search, geopolitics and government affairs, corporate governance, ESG and DE&I. 
 
The firm has more than 1,600 employees located in 40+ offices around the world. 
 
 
 
Full job description 
 
Location 
 
Central Birmingham, close to Aston University 
 
 
 
Hours 
 
40hrs per week – or less if required to meet other commitments 
 
Standard hours: 09.00-17.00 Mon-Fri 
 
Benefits 
 
Holidays: 20 flexible days + 5 fixed days (Christmas & New Year); plus 8 Bank Holidays 
 
Pension, health care, use of company car if required to travel for work 
 
 
 
About the Role 
 
We are seeking a highly organised and proactive Executive Assistant to support the Chief Executive and Board Directors of a privately-owned holding company establishing new offices in Birmingham. The holding company owns manufacturing businesses in the Midlands and North West. 
 
This is a pivotal role offering variety, responsibility and the opportunity to work at the heart of a successful private business with a varied portfolio of investments. 
 
 
 
Reporting Line 
 
Reports directly to the Chief Executive of the Holding Company 
 
 
 
Key Responsibilities 
 
Provide comprehensive administrative and organisational support to the Chief Executive & Board Directors 
 
Manage diaries, appointments and travel arrangements 
 
Prepare, edit and format documents, presentations and reports using Mac OS, Pages, Numbers, and Keynote (training provided) 
 
Coordinate meetings, including agenda preparation, ensuring follow-up actions are completed 
 
Oversee email and correspondence management, ensuring timely responses and prioritisation 
 
Liaise professionally with internal teams and external stakeholders at all levels 
 
Maintain confidentiality and discretion at all times 
 
Supportad hoc projects and business initiatives as directed by the Chief Executive 
 
Ensure the effective running of the Chief Executive’s office, anticipating needs and proactively resolving issues 
 
Line management responsibility for a Driver-Fleet Manager, ensuring efficient scheduling, vehicle management and high standards of service 
 
 
 
Key Requirements 
 
Proven experience as a Personal Assistant, Executive Assistant or similar role supporting senior directors 
 
High level of IT skills, specifically with Mac OS, Pages, Numbers, Keynote and Apple Calendar or willingness and ability to learn and pick up quickly 
 
Understanding the world of business or investment management developed in private equity, venture capital, legal or other high-level business service environment 
 
Outstanding organisational and time management abilities, with meticulous attention to detail 
 
Excellent written and verbal communication skills, with high level of English grammar 
 
Ability to work independently, exercise initiative and adapt to changing priorities at short notice 
 
Willingness and ability to travel to other locations (London, Midlands and North West) 
 
Professionalism, discretion and a proactive approach 
 
 
 
Desirable 
 
Foreign languages & cultural awareness (French, German, Spanish, Italian or Portuguese) 
 
Familiarity with London and international air travel 
 
 
 
This is a unique opportunity to join a successful, growing business and play a key role in its continued success. 







	
	
	



