PA & Studio Manager, London
Our Company
Rupert Bevan Ltd has been designing, making and finishing bespoke furniture, antiqued mirror and specialist finishes
for more than twenty years. We work for leading interior designers, architects and private clients all over the world.
In Shropshire we have our Design and Glass studios and workshops, and in London our Showroom.
The Job
We are seeking to recruit an enthusiastic, confident and self-motivated PA & Studio Manager to join our small and
busy team. This is a full-time, permanent, London-based position.
Key Responsibilities
PA
• Traditional PA support to Managing Director
• Handling and responding to all correspondence including phone calls and emails
• Managing MD’s inbox, preparing and sending dictated emails
• Managing MD’s time including scheduling appointments and organising diary entries
• Setting reminders and prompting MD for meetings, appointments and responses to emails
• General personal administration for MD including personal correspondences
• Liaising closely with Shropshire team, sharing and processing information
• Taking a “one step ahead” approach to the role
Studio Manager
• Greeting all visitors (including clients, suppliers etc) to the Studio and answering telephones
• Overseeing and arranging all deliveries & collections to & from the Studio
• Liaising regularly with Shropshire workshop and Studio and assisting production with logistics as required
• Procurement of all necessary supplies for the Studio (including IT equipment, stationery, sundries etc)
• Management of Studio security, health and safety, post, petty cash, IT, cleaner
• Day to day ad-hoc support to other staff in London as required
General
• Ensuring the London showroom presentation meets the highest standards at all times
• Attending training, and all company and industry events as required
• Assisting in the smooth running and development of the company
Knowledge, Experience and Skills
Essential
• Previous experience in a similar administrative role
• Outstanding communication, presentation and organisational skills
• Good level of numeracy and literacy in English
• IT literate, a confident user of Microsoft Office
• Able to multitask
• Flexible, adaptable, and have a dynamic, hands-on approach to your work
• Positive, with a can-do attitude
Desirable
• Possess a full clean driving licence
How to apply
Please send a short email to studio@rupertbevan.com explaining why you want to join Rupert Bevan Ltd and why
you are the ideal candidate for this role. Attach your full CV and provide details of your availability for interview.
Please apply only if you meet all the requirements.

