
Our company is growing rapidly and is looking to fill the role of contract assistant.
Please review the list of responsibilities and qualifications. While this is our ideal
list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for contract assistant

Sources and recommends team building events and manages execution to
deliver against objectives
Maintains Group Director’s calendar and appointments (internal and external)
Manages the timely processing of team Purchasing Card expense reports
Manages courier requests and the payment of courier invoices
Orders supplies and gifts for the department
Provides ad-hoc project support to team members
Perform daily administrative functions in a punctual, professional manner
while providing the highest quality service
Follow-up on client trades to ensure settlement and delivery
Ensure clients’ accurate and timely completion of all necessary
documentation
Assist the Investment Advisor in preparing for client meetings & client
appreciation even

Qualifications for contract assistant

Able to solve problems on a timely manner and able to work under pressure
to meet deadlines
Co-ordinate project-based work and events with teams across the business
Be part of the UK EA team and share best practices, communicate regularly
This team also sits in an Int EA team so building relationships with those
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Confidentiality and partnership
Flexible, proactive, resourceful and efficient, with a high level of
professionalism


