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Are You an Office Support Superhero? 
Our client is an independent private equity investment group that supports entrepreneurs in 
realising their growth ambitions. With substantial financial resources and committed industry 
expertise, they enable companies to achieve accelerated growth both organically and through 
acquisitions. With offices in the UK & Europe they have consistently achieved top tier investment 
performance and in January 2021 it ranked as the number 5 global private equity firm. With its 
experienced team, they aim to help businesses attain a strong market position in today’s 
increasingly competitive business environment and to date, they have made investments in over 
750 companies.  Due to continued growth, they are now looking to bring in an Executive Assistant 
to assist with the smooth running of their Wilmslow office.  
 

Reporting to the UK Office Manager, you will perform and co-ordinate a number of operational, 
administrative, and general office procedures/duties in order to ensure the office flows efficiently while 
also providing EA support to the Investment team.  You will carry out the typical tasks associated 
with this type of role including answering incoming calls, dealing with emails and post, producing 
documents, arranging travel and transport, administration of expenses, organising and arranging 
events and generally ensure that all support functions are carried out in an efficient and professional 
manner. 
 

To be shortlisted for this role you must have at least 3 years’ experience in a similar role and we will 
need to see evidence of a background in a high level administration, clerical or secretarial support 
role.  Experience of MS Office packages is a must as well as excellent IT and work presentation 
skills. To be successful in the role you’ll need to be highly organised, pro-active, able to self-motivate, 
self-manage, be good under pressure with the ability to prioritise and multitask efficiently.  This is a 
fantastic opportunity to make a big difference to a small team who are experts in their field. 
 
 

 
  Ideal skills & qualities for this Executive Assistant role are: 

 

  

Executive Assistant 
Location:  Wilmslow        
Salary: £30k + private medical + life insurance  
Job Type: Permanent | Full-Time 

▪ High Attention to Detail  

▪ Problem Solver   

 

If you would like to apply for this role, please send us your fully detailed application, quoting job ref. UPR201 to Untapped Potential by email to 
applications@untappedpotentialltd.co.uk.  Closing date for applications is 25th October 2021.  

We have a half day Selection Event planned for Weds 10th November 2021, so please keep this date clear. 
 
 
 

▪ Highly Organised / Structured 

▪ Friendly & Approachable 

 

 

 

▪ Self-Motivated/Self Starter  

▪ Commercial Acumen 

 

▪ Thrives Under Pressure  

▪ Customer Focused  

 


