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                                                                                                   Dalia Samoskiene
                                                                                                   London, RM1 2AW,
                                                                                                   United Kingdom


Hiring manager’s company name: Victoria Lindfield Associates 
Company address: 13 Hanover Square, London, W1S 1HN                           Date:12/07/2026


Dear Recruitment Manager,

[bookmark: OLE_LINK4]I am writing to express my interest in the Executive Assistant position. Please find enclosed my CV for your consideration. Over the past seven years at HSBC, I have supported senior leaders within Investment Banking, including Managing Directors and the Global Head of Sustainable Capital Markets. During this time, I have developed extensive experience managing complex international diaries, coordinating global travel, handling executive communications and building strong relationships with stakeholders across multiple regions. What I enjoy most about the Executive Assistant role is being able to anticipate needs, solve problems quickly and help senior leaders focus on their priorities. I take pride in being organised, reliable and calm under pressure, particularly in fast-paced environments where priorities can change quickly.  Before joining HSBC, I worked in executive reception and client-facing role, which helped me develop strong communication skills, professionalism and a service-oriented approach. These experiences continue to support me in building effective working relationships at all levels of an organization. I am currently completing a Certificate in Higher Education – Business Skills for the Workplace, further strengthening my professional development and commitment to continuous learning. I am now looking to the next step in my career and believe an Executive Assistant role within Leading Global Hedge Fund would allow me to build on my experience while continuing to support senior leadership teams at a strategic level.

Thank you for taking the time to consider my application. I look forward to the opportunity to discuss my experience further.

Kind regards,
Dalia Samoskiene 

	                                                                            Dalia Samoskiene
                                                                                        London, United Kingdom | RM1 2AW
                                                                                        Phone: 07799128499
                                                                                        Email: dsamoskiene@yahoo.com 


PERSONAL PROFILE 

Highly organised and proactive Executive Assistant with 7 years’ experience supporting senior executives within Investment Banking, and more than 18 years’ experience in corporate environments. Currently supporting the Global Head of Sustainable CMA, Investment Banking at HSBC, managing complex international schedules, executive communications, global travel and stakeholder engagement across multiple regions. Trusted by senior leadership for discretion, professionalism and the ability to anticipate business needs in fast-paced, high-pressure environments. Seeking to progress into a Senior Executive Assistant role where I can leverage my experience supporting senior leadership teams while contributing strategically to business operations and executive effectiveness. 

Key Skills 

•	Executive stakeholder management                      
•	Strategic calendar and priority management 
•	Senior leadership support 
•	Project coordination
•	Event management
•	Relationship management 
•	Problem solving and decision making 

Education

University of Wales Trinity Saint David (UWTSD), London  
Certificate in Higher Education (CertHE)– Business Skills for the Workplace
(2025 - In Progress) 

Gymnasium of Vytautas the Great, Klaipeda, Lithuania 
A-Level for university undergraduate entry (2000 – 2003)

Work Experience

HSBC Headquarters, London
Executive Assistant – Investment Banking (2019 to Present)

Provide executive - level support within Corporate & Investment Banking, partnering with senior leadership to manage complex business priorities, stakeholder relationships and operational requirements.

· Manage highly complex international diaries across multiple time zones
· Coordinate extensive global travel, visa requirements and itineraries 
· Act as a key point of contact for senior internal and external stakeholders 
· Manage budgets, invoices and expenses
· Coordinate webinars, leadership meetings and stakeholder events
· Partner with Compliance, Events, Hospitality, Technology and HR teams to ensure smooth business operations
· Provide EA coverage across leadership teams, maintaining business continuity during absences


HSBC Headquarters, London
Corporate/Executive Receptionist - Sodexo and then Rapport at HSBC Tower 
(2008 to 2019) 
· Delivered 5-star executive-level front-of-house service 
· Managed high-volume visitors flow in a fast-paced corporate environment 
· Coordinated executive floor meeting rooms and AV (audio visual) requirements 
· Liaised with multiple departments to ensure smooth operations 
· Maintained strict compliance with security protocols 

Beatrice D’Este Beauty & Fashion Franchise, Ancona, Italy 
Store Coordinator & Makeup Artist (2006-2008) 
· Provided professional makeup services for events and weddings 
· Organised annual in-store fashion presentations
· Contributed to client retention and brand development 
· Maintained high client service standards 

Technical Skills
· Microsoft Office (Outlook, Word, Excel, PowerPoint) 
· Zoom & MT Teams
· Expense & internal banking system 
 
Languages: Lithuanian (Native), Russian (Advanced), Italian (Advanced)

References: On request
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What's on offer:

e £60,000-£70,000 base salary plus

exceptional discretionary bonus.

e Complimentary breakfast and lunch
daily.

e Barista coffee and delicious
snacks throughout the day.

e On-site gym and fitness classes.

e Excellent long-term career progression.

e A collaborative Executive Assistant team

with outstanding staff retention.
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Executive Assistant

Employer
Victoria Lindfield Associates

Location
London (Central), London (Greater)

Salary

£60,000- £70,000 plus very generous
benefits and bonus

Closing date
3 Aug 2026

Reference
VLHEDGEFUNDS551
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Leading Global Hedge Fund. West End,
London. £60,000-£70,000 + exceptional

bonus & benefits

Five days office based. Breakfast and
lunch. Stunning office, low turnover

and collaborative culture.

An outstanding opportunity has arisen for
an exceptional Executive Assistant to join a
leading global hedge fund, supporting two
Partners within a high-performing

investment team.

Working alongside an established team of
Executive Assistants, you'll provide
seamless support in a fast-paced
environment where professionalism,

discretion and exceptional organisation are

key. P v
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Responsibilities include:

e Complex diary management across
multiple time zones.

e Extensive international travel and
itinerary management.

e Building strong relationships with
internal and external stakeholders.

e Working collaboratively with Executive
Assistants across global offices.

e Supporting wider team projects and

onboarding.




