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Executive Assistant and Business Manager 

Deeds and Words  

Summary 

Deeds and Words is a new business and purpose is at the heart of everything we do.  

We work with some of the most dynamic, interesting and innovative clients who want to start 

a conversation between their staff and put inclusive leadership and practice at the heart of 

everything they do. We help our clients take practical steps to create workplace cultures 

that value differing perspectives and where all staff feel empowered to challenge and 

contribute. We believe that everyone has a part to play in creating inclusive cultures and 

that leaders can exist at all levels of an organisation. 

Our ways of working are based on reflective practice. We bring over thirty years’ 

experience across a wide range of sectors and have learnt that training, particularly around 

diversity and inclusion, rarely makes much difference. Supporting and encouraging staff to 

think about the issues, articulate why an inclusive culture matters and how it relates to 

organisational purpose, is far more effective. 

We are growing, fast. We want to grow in the right way for us and everyone who works with 

us. We need a skilled Executive Assistant and Business Manager, preferably with 

experience in small or start-up organisations, who can enable us to deliver efficiently and 

effectively to our new and existing clients and help us develop the systems and processes to 

support seamless growth. Our office is based in Bethnal Green, but we are keen to hear 

from people outside London who are interested in remote working. A significant number of 

our clients are based in Manchester and Cardiff. We therefore welcome applications from 

across the UK. 

About us 

Deeds and Words currently has six staff, and you would be our seventh. We have three 

directors: Caroline Ellis, Ruth Hunt and Delia Barker. They are supported by two Project 

Managers: Faye Davies and Stacey Dale. We all are supported by an Administrator, Renu 

Mehto.  

We are also supported by external designers, IT experts, impact and evaluation gurus and 

proof-readers. 

We are united by five key goals: 

1. To empower all staff and volunteers across our client base to build and sustain 

purpose-led workplaces and communities. 

2. To deliver on time, on budget and above specification to all our clients. 

3. To ensure every relationship is reciprocal. 



 

4. To be discerning and only build working partnerships with those whose values 

connect with our own. 

5. To reach a stage where all staff at Deeds and Words only work four days a week. 

 

The role 

• Managing busy, ever changing and complex diaries - planning strategically and 

prioritising where necessary. 

• Managing email for all three Directors, including the parliamentary inbox for 

Baroness Hunt and pro bono emails for all three Directors - triaging actions and 

drafting responses where appropriate. 

• Liaising with our Project Managers to ensure joined up and timely responses to 

clients and ongoing tasks.  

• Developing strong relationships with colleagues and clients at all levels. 

• Leading on the development and implementation of new systems and processes 

(including an appropriate CRM system) to help us manage growth in the medium-to-

long term. 

• Leading on the co-ordination of all our finance systems and liaising with our 

accountants to ensure we are compliant in all financial matters. Working with the 

Administrator and Project Managers to ensure efficient and transparent finance 

systems are in place for staff, clients and suppliers.  

• Carrying out research and project work, to include the production of briefing 

documents for up-coming appointments and presentations. 

• Reviewing and recommending changes to our company policies and procedures 

where applicable. 

• Commissioning and co-ordinating external providers to work creatively with us to 

manage our social media accounts and to keep our website updated. 

• Preparing presentations and reports in collaboration with the Project Managers and 

external designers. 

• Organising media appearances and public speaking events with the support of our 

Administrator where appropriate. 

• Providing line management support to our Administrator, to ensure efficient delivery 

of day-to-day office management tasks, HR and finance administration. 

 

The person 

• Clear evidence of experience in a similar role  

• Demonstrable evidence of initiative and drive 

• Strategic planner, able to implement and improve systems 

• Excellent project management skills and meticulous attention to detail  

• Ability to work flexibly and to tight deadlines 

• Strong communication skills, both written and verbal 



 

• Able to provide concise, accurate and timely briefings 

• Proficient in all Microsoft programmes including MS Word, PowerPoint, Outlook, MS 

Teams, OneNote and Excel 

• Share the aims, values and aspirations of Deeds and Words 

• Preferable experience in small businesses or start-ups 

• Preferable experience with Xero or other accountancy packages  

• Preferable management experience 

 

Terms 

Deeds and Words is a start-up company, but we want to pay staff fairly. The salary for this 

role is £47,250. We really want to get to a four-day week, but we are not quite there yet. We 

try not to have meetings on a Friday.  

We offer 30 days leave per year, excluding the days between Christmas and New Year. 

Leave cannot be carried forward.  

 

How to apply? 

Send a CV and a covering letter (no more than two sides) outlining your key credentials 

and why you think you could be the person for the role to hello@deedsandwords.co.uk  

 

If you only send a CV, we won’t be able to consider your application. We will aim to reply to 

all applicants but as a small business, we may not be able to provide feedback to everyone. 

 

In your email, please include information about two referees. 

The closing date for applications is 8th March. 

First interviews will be conducted on 16th March, via Microsoft Teams. 
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