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Ready to Fast Forward your career?             
                        
Role:              Executive Assistant and Support Operations Lead    

                                                                                   
Reports to:   Finance Director    
Date:               November 2024     

Closing:           6th December 2024

                                                                               

	At Red Brick Road our agency mission is to 'Fast Forward' brands. We love working with brands who are restless to keep moving and ambitious to accelerate their growth. Since launching in 2006 with Tesco as our founding client, we’ve provided advice and expertise to scale brands through marketing creativity and innovation. Today we work with a mixture of start-ups, scale-ups and established brands; what unifies them all is this desire to Fast Forward their brands.
Are you ready to become a ‘Roadie’ and Fast Forward your career with us? 

We have a unique set of skills and services to help them, organised into five areas. Strategy & Consultancy is the sharp thinking that creates competitive advantage. Brand and Performance Marketing is where ground-breaking creative ideas are born, which accelerate brand awareness and drive sales. Our Brand Conversations team use owned and earned channels (PR, social and influencer) to build distinctive brands and brand voices. Brand Reimagination is where we create unique brand worlds that get noticed. And Customer Conversations is where we unleash our experts to create brand-building CRM. No other independent agency has this breadth and depth of capabilities, available to deploy at speed, agnostically, for clients. Our clients are both domestic and global, B2C and B2B.  Key agency clients include Amazon, Hilton, Post Office, Skipton Building Society, Deezer and Hillarys.
Our agency culture is everything to us. We ask every Roadie to ‘Follow Your Head’ (innovate, problem-solve and use data and logic to inspire creative leaps), ‘Follow Your Heart’ (act with passion for our clients’ business, develop ideas which connect emotionally with consumers, and give-back to society), and ‘Follow Your Courage’ (be brave, be tenacious, and be entrepreneurial). 

Campaign recently praised us for our Diversity, Equality & Inclusion strategy… the IPA chose one of our founders for this year’s ‘iList’… and Oystercatchers have named us a ‘Best Place to Work’. Our DE&I mission is to ensure that no person gets left behind, vowing to open doors and break down barriers and a 5-point action plan is ensuring this translates into meaningful action and industry influence. This includes all line managers completing IPA training on DE&I. Learning & Development is also actively managed, with an all-agency ‘Well Red’ programme spearheading this constant focus. We are certified IPA Gold members, with training and development being at the heart of the agencies core values.
And we know how to go the extra mile on the social front too. We provide breakfast each day and come together every Thursday for lunch to catch up with each other and for agency news. We also throw a bi-monthly ‘Red Show’ company meeting and have rather fantastic summer and Christmas parties! 



	This amazing role
Red Brick Road is currently recruiting for an onsite Executive Assistant and Support Operations Lead, to support the board, as well as heading up and leading the day to day running of Office, Reception, and IT, with some HR support. The role will report into the Finance Director (with a direct link into the CEO & MD), managing the Receptionist and IT Engineer to provide best in class Support service. The role will predominantly support Red Brick Road, but will also ensure that Office services are provided to Opinium Research who sublet some of our office.
The candidate will be driven and ambitious, with the ability to lead and direct all administrative support. They will be energetic with excellent organisation skills, a great manager. Good communication across all levels within a business with relevant project, management and communication skills.

	Our wish list 😊
Experience, Skills and Personal attributes: 
· Demonstrate experience of managing and leading a team, to be best in class. Setting clear goals, objectives and personal development plans to maintain a highly motivated team.  
· Executive Assistant Experience.
· HR experience, Office and IT to help support and lead ‘People First’ promise in line with IPA, our governing body.

· An understanding of IT with ability to lead and deliver IT projects.
· Multi-tasker – good project management and organisational skills, including time management skills, to deliver projects timely.

· A good relationship builder.
· A good negotiator, with ability to demonstrate positive results.
· Positive ‘Can-do’ attitude with drive and energy to get things done.
· Evidence of ability to lead working autonomously and within teams.
· Must have the ability to communicate effectively across a business (up and down experience levels, as well as across different skill sets). 
· A passion for the advertising industry and the work that we create, with ability to work well under pressure in a fast paced environment.
· Excellent attention to detail.
· Must be approachable and friendly with a great personality.


	Key Responsibilities
Executive Assistant:

· Extensive diary Management for CEO and MD exercising confidentiality.
· Timesheet management for the board.

· Expenses for board.
· Travel Bookings.

· Corporate Client entertaining organisation.

· Assist Finance Director with training organisation for the agency and delivery of IPA Gold certification. 

· Building powerpoint presentations for CEO & MD, GDPR compliance with new business and client contacts, use of instincts and experience to help with proactive proposals. 
· Adhoc support as required by CEO

· Confidential HR Support. 
· Confidential Survey support to assist with accreditations. 
Support Operations Lead:
· Lead, manage and motivate the Support team – reception, office and IT.
· Organise and co-ordinate an efficient and streamlined back office support to all agency.

· Manage and fix within tight SLA’s any office and IT issues supported by the team.
· Proactive solutions, initiate, project manage and deliver continuous digital, IT, AV and office ideas to have the best in class front of house and high level support service.

· Review IT audit findings and Asset list to propose Investment required for agency.

· Assist Finance Director and CEO with negotiations and delivery of either office stay or relocation in February 2026, co-ordinating and managing internal processes, obtaining/ collating feedback and applying confidentiality. 
IT & Office Management:
· Manage all facilities maintenance to be health and safety compliant including fire alarm testing, a healthy office environment free of trips and hazards, working equipment, clean and tidy building.
· Build strong relationships with all facility suppliers. 
· Maintain and negotiate maintenance contracts: For example: BNP (managing agents) AC, Fire regs, lighting, security, cleaning.

· Lead IT negotiations for all IT contracts and purchases, with IT Engineer input. 

· Deliver IT solutions to be digital first. 

· Manage relationship with Climate Impact to be carbon neutral and lead audit and relationship.

· Culture and Green Team co-ordination and lead.

Front of House: 

· Deliver high level front of house service. 
· Manage meeting room diaries supported by receptionist.

· Manage equipment to deliver efficient meeting rooms for the benefit of client and agency staff supported by IT Engineer. 

· Manage all deliveries into the building and kitchen supply contracts supported by receptionist. 

· Event co-ordination for agency parties and support with Opinium events (if required).



	In a nutshell
· We are looking for someone to support our Board of Directors for efficiencies and drive forward, leading all our office, IT, support needs at Red Brick Road and to support the Finance Director with HR. They have to demonstrate good management skills, leading a best in class office service. Great communication and a ‘can-do’ attitude, with a breadth of knowledge in resolving issues as they arise. 



	Interview Process
Stage 1:              In person with Amy Breakell (FD) and Zoe Crowther (MD)
Stage 2:              In person with Amy Breakell (FD) and David Miller (CEO)
 

















