We're hirin

Office Manager and PA

Join us and step into a world of
opportunity
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We're PR and content specialists and we love helping businesses raise their profile and
reputation.

Your career is important to us and everyone who works for Kasa Comms has a chance to
grow, try new things and is supported to do their best work - we know you'll thrive when
you feel valued and are given the space to make an impact. We also offer extras such as
leisure vouchers and birthday leave.

We're a small, down-to-earth tcam, we love the work we do and we're looking for
someone who shares these values.

What our people say

Join us and step into a world of
opportunity
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The role

We are looking for an Office Manager and PA to join the Kasa Comms team. There is a
lot of change and growth happening within the company and we are outgrowing our
existing administrative systems. We need someone who can help implement new
structures and processes as well as support the director and in time, the team too.

We are a small company so this role would suit someone who can be flexible, has a
positive, solution-oriented mindset and someone who loves what they do. This role could
become a long-term one for the right person.

Person specification
o Initiative
e Proactive
« Attention to detail
« Strong communication skills
« Strong time management, organisation and planning skills
« A minimum of three years' experience in a similar role
« Experience of working in a small business is desirable

Responsibilities include but are not limited to:
« Email management and monitoring multiple inboxes
« Implement and maintain procedures/office administrative systems
« Provide administrative support to the director
« Day-to-day operational running of the office
« Manage client-related admin
 Calendar management and meeting organisation
« Liaisc with staff and clients
e General ad hoc administrative duties as required

Join us and step into a world of
opportunity
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General info
« Based in Darlington
« Part-time (12 hours)
 Six-month initial contract
e £22,000 - £24,000 (pro-rata)
« 20 days annual leave, rises each year
 Birthday leave
 Leisure vouchers

Key dates
 Closing date - 21 October 2022

To apply
Email us explaining why you're the right person for this role, along with your CV to
admin@kasacomms.com.

Join us and step into a world of
opportunity
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