Studio Manager / PA to Directors

Henley
Halebrown

Henley Halebrown is seeking applications for a Studio Manager.

We are an established Shoreditch based architectural studio. We are a well respected
office involved in many facets of architecture. As a result the studio is a busy place,
involved in writing, teaching, and cultural dialogue - as well architecture and design.
We work in many areas across housing, arts, education and commercial design, within

the UK and further afield.

The studio is a friendly and creative place which requires considered management
on a day to day basis. The role is varied providing PA support to the Directors,
working closely with the Practice Manager, and supporting the Press, Marketing
and New Business team to assist in the smooth running of the studio. The position
will suit someone with a desire to be part of a vibrant office environment and enjoys
outward facing work. We are looking for someone with high levels of drive and
enthusiasm with the ability to work on their own initiative, who can make the
position their own. Previous experience in the architecture and design sectors is an
advantage.

Attributes

Friendly and sociable

Strong organisational and administrative skills, with attention to detail
Effective interpersonal skills and the ability to communicate with clients /
consultants / colleagues at all levels as well as ability to ‘muck in” when
required

A sense of urgency and a desire to perform tasks effectively to deadlines
The ability to multitask while working under pressure

An interest in design / architecture / culture is an advantage

Experience of working in a creative environment

General skills required

Capability to manage self and others

Ability to write good, clear English & proofread

Proven track record of administration experience

Knowledge of Microsoft suite

Experience working with Adobe Creative suite is an advantage

Duties will include

PA to the Directors

Administrative support for the Press, Marketing and New Business team
Diary management

Organising meeting and travel arrangements
Management of filing systems

Managing office consumables and setting budgets
Liaising with external IT support & maintaining systems
Coordinating staff holiday requests

Event management in collaboration with in-house team
HR coordination of interviews, leavers, new starters
Facilities management
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We are keen that our practice reflects the diversity of communities we design for,
and welcome and encourage applications from under-represented groups. Henley
Halebrown is an equal opportunity employer committed to equality, diversity and
inclusion.

Please send applications to hr@hhbr.co.uk by 30 September.

If we receive a high number of applications, we may not be able to respond to them
all.
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