
 

 

 

 
EXECUTIVE ADMINSTRATOR            BIRMINGHAM BASED 
 
JOB REF CEO-17019 
 

Salary £22,500 per annum, plus benefits 
 

An exciting opportunity has arisen for an Executive Administrator to support the Executive Assistant to 
the Chief Executive.  
 
Working within our Chief Executive’s Office, you will provide professional, comprehensive and proficient 
administrative support to our Executive Team, working with and across a number of our departments and 
business activities including, Transatlantic and Commonwealth Chambers and VIP Patrons. 
 
This is a varied role, with no two days being the same. Duties will include general administration such as 
arranging meetings, organising agendas, minute taking, basic financial administration and diary 
management.  However, you will also have involvement with large scale events and will work alongside 
the Executive Assistant to the CEO to deliver efficient and effective administrative support to the main 
Board and Chamber Council. 
 
To apply for this exciting role you will have experience of working in an administrative position, providing 
support to multiple people at senior Level.  You will also have experience of working within a fast-paced 
business environment coupled with the ability to organise and prioritise a busy workload, whilst being 
able to deal confidently and professionally with a wide variety of people.  You will be enthusiastic, keen 
to learn and develop, working well within a team, whilst having the confidence and initiative to work 
independently.  Good communication skills are essential together with reliability, attention to detail and 
the drive to make a difference. 
 
You will have an excellent working knowledge of Microsoft Office and exceptional organisation and time 
management skills. 
 

If you feel you are ready to meet the challenges of this role, please submit our online application 
form www.greaterbirminghamchambers.com/about/careers/   
 
 

Closing date for returned applications is Sunday 26th January 2020 

 
Greater Birmingham Chambers of Commerce is an equal opportunity employer. 
If you are from outside the EEA and do not possess immigration status which allows you to live and work in the UK, we will be 
unable to progress your application as The Greater Birmingham Chambers of Commerce are unable to provide sponsorship. 
Therefore, in the recruitment process all candidates are required to provide the necessary right to work information and 
documentation. 

 
Any unsolicited submissions from agencies will be accepted as a direct application from the candidate and no fees 
will be payable. 
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