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Job Ad – External Adverts


Strategic Land Executive Secretary
We have a fantastic opportunity for an experienced Executive Secretary to join our Team.

We are looking for a highly organised, confident and self-motivated Executive Secretary to deliver an efficient, customer-focused and professional secretarial service. 

Demonstrating a real pride and passion for what you do, with the ability to build rapport and long term relationships, your role will be responsible for, but not limited to ensuring the effective and accurate processing of the Directors’ correspondence, emails, telephone calls and systems, in line with their business needs whilst having the ability to multi-task and to prioritise workload.

The Role:
· Multi-tasking to ensure compliance with office procedures and controls.
· Ensuring timely authorisation of options/purchases to meet specific deadlines.
· Logging authorisations on the database.
· Ensure that standard weekly / monthly processes are completed in good time 
· Maintenance of records and filing.
· Extensive diary management.
· Archive management in line with system in place.
· Travel arrangements/accommodation.
· Telephone liaison and message taking at all levels.
· Audio and copying typing.  Use of templates and composition of new templates as required.
· Ensure Managing Director has appropriate documents for meetings / visits etc.

· Monitor Managing Director’s emails when away from the office. Respond to urgent queries where appropriate.
· Hospitality/meetings – Preparing for meetings, i.e. preparing agendas for approval, putting together meeting packs, ordering lunches/pastries, preparing teas/coffees.
· General office management including stationery orders/invoice logging/coding/post.
· Corresponding on behalf of the Managing Director.
· Fielding queries from outside companies. 
· Various other ad hoc administrative/secretarial duties.

· Regularly review of existing procedures with suggested improvements where possible.
The Person:

· Competent PC skills, including MS Word, Excel, Outlook, PowerPoint

· Must have exceptional administrative and organisations skills, ability to multi-task and be able to prioritise workload/work to strict deadlines

· Excellent telephone manner is essential

· Must be a self-starter, and able to be extremely flexible with regard to daily work

· Ability to work under pressure and demonstrate complete confidentiality

· Minimum 75 wpm typing, including audio typing

· Hospitality/housekeeping (arrange refreshments, etc.)

In order to be successful in this role you must be able to prove eligibility to work in the UK.

The Company:

Taylor Wimpey is a FTSE 100 business and one of the largest residential developers in the UK, building new homes and communities across England, Scotland and Wales.

Our vision is to become the UK’s leading residential developer for creating value and delivering quality. We build over 10,000 homes each year, from one-bedroom apartments to six-bedroom houses all across the country.

Our people are passionate about the house building industry and about our customers. Culturally we pride ourselves in having a diverse work force with an opportunity to grow a career in a variety of environments. We look to develop our people in the skills and areas they are most interested in so if you are looking to join a thriving company going through an exciting period then please get in touch.

Internal Applicants – Please inform your Line Manager if you wish to apply
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