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1 Welcome letter 

Dear prospective applicant, 

Thank you for your interest in becoming PA to CEO and Officer Manager at Altair Consultancy and Advisory 

Services Limited (Altair). 

Altair provides consultancy services to the housing sector - housing associations, local authorities, ALMOs, 

developers and third-party organisations. In response to exceptional demand from our clients we are 

expanding our services. We work throughout the UK and beyond, advising boards and senior executives on 

the following matters: 

▪ Strategy and change 
▪ Governance 
▪ Treasury and finance 
▪ HR advisory 
▪ Recruitment and interims 
▪ Property  

In response to increasing demand for our services, we have a vacancy for a full time PA to CEO and Office 

Manager.   

We are looking for a professional, highly organised and self-motivated individual to join our team, supporting 

the Co-Chief Executives and providing office support at our Head Offices in Bermondsey, London. The role 

will enable to company to build upon the growth it has achieved over the past seven years as we continue to 

cement our position as one of the sector’s leading consultancies. You will be joining Altair at an exciting time 

as we continue to grow within the UK and also look to expand our overseas presence, and you will be able 

to play a significant role in our future success.   

I hope that you find the information in this pack and on our website helpful.  If you have any queries, please 

do not hesitate to contact a member of the Altair team: 

For information regarding the role: 

▪ Claire Banks, Head of Finance and Corporate Services 

claire.banks@altairltd.co.uk 

07769 218197 

For information regarding the recruitment process: 

▪ Kimberley Wallace, Consultant 

kimberley.wallace@altairltd.co.uk  

07585 954 218 

 

We look forward to receiving your application. 

Steve Douglas and Fiona Underwood 

Co-Chief Executives, Altair Ltd 

mailto:claire.banks@altairltd.co.uk
mailto:kimberley.wallace@altairltd.co.uk
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2 About Altair 

2.1 Our work 

Aquila Services Group is a stock market listed organisation, which includes two main subsidiaries: 

• Altair Consultancy and Advisory Services Ltd 

• Aquila Treasury and Financial Solutions Ltd 

Altair was set up in February 2011 and is managed by four partners, Dr Fiona Underwood, Steve Douglas, 

Susan Kane and Chris Wood, all of whom have held senior positions in their respective fields. 

Altair has grown significantly since it was initially set up and now employs around 47 full time employees, 

with a wider team of associates. 

We are known for being a high-quality consultancy that works with organisations that govern, manage, 

regulate or build housing. 

Our clients are predominantly organisations which are in some way involved with the UK housing sector. This 

mainly includes housing associations and local authorities, but also private developers and contractors. 

Most of our clients focus on affordable housing and are currently working in a challenging environment which 

includes areas such as reduced governance funding for building new homes, welfare reform impacting on 

the incomes of their tenants, dealing with transformation and changes to the regulatory environment. Many 

are responding to the reduced funding by diversifying into other business areas, but this is increasing their 

exposure to risk which needs to be managed. 

We focus our work on supporting clients on three key strategic challenges: 

• Growth 

• Change 

• Resilience  

Our advice and support is provided by delivery services through the following streams; 

 

Further details of our work and out people are available at: www.altairltd.co.uk  

http://www.altairltd.co.uk/
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2.2 Working for Altair 

We are a young, dynamic company of 47 permanent staff and some long-term associates.  As a small 

company we are able to provide a unique working environment this includes: 

▪ Providing individuals with the flexibility to grow and develop in the areas they are most interested in 
▪ Working on a day to day basis with senior staff within the organisation and with clients 
▪ Giving people responsibility for the work they deliver at an early stage in their career. 

 
As an organisation, we: 

▪ Employ the best people; within the sectors we work in Altair’s reputation is second to none.  
▪ Provide a supportive team environment, which is particularly important as many of our assignments 

mean that we work independently with clients at their offices 
▪ Are engaged in delivery a diverse range of projects for organisations. 

 

Our main office is near Tower Bridge, London, but our consultants and clients are based across the United 

Kingdom. This role will be based at our main offices in London. 
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3 PA to CEO and Office Manager – Role profile 

Job description 

Overall purpose – the role will provide executive support to Altair’s Co-Chief Executives, whilst also 

providing office, administration and facilities support to the Group. 

Key responsibilities 

Personal Assistant responsibilities  

▪ Personal Assistant to the Co-Chief Executive(s) 
▪ Diary management including scheduling meetings and appointments 
▪ Manage travel & hotel bookings 
▪ Sourcing venues for events and conferences 
▪ Booking meeting rooms in-house 
▪ Set-up conference calls 

 

Office Administration 

▪ Provide general support to visitors including booking lunches and providing refreshments 
▪ Use a range of office software, including email, spreadsheets and databases, to ensure the efficient 

running of the office 
▪ Manage online and paper filing systems 
▪ Ensure that data protection laws are being adhered to in relation to the storage of data, and review 

and update policies  
▪ Provide administration support to senior management team 
▪ Manage senior team travel requirements 
▪ Assist in formatting reports and producing reports for presentations 
▪ Bind and file reports 
▪ Proof read corporate documents 
▪ Maintain up to date records for staff holiday and sickness 
▪ Take responsibility for Health and Safety policy and ensure all associated documentation is 

maintained 
▪ Assist the leadership team with parties, conferences and events 

 

Office Facilities 

▪ Organise the office layout 
▪ Maintain the condition of the office and arrange for necessary repairs 
▪ Ensure stock levels are maintained for all office administration supplies, including but not limited to, 

stationery, branded documentation and kitchen supplies 
▪ Manage contract and price negotiations with office vendors and service providers 
▪ Ensure that all facilities-related matters are resolved in a timely manner and maintain all related 

contracts 
▪ Manage and communicate with the office cleaning service 
▪ Take responsibility for fulfilling the role of Fire Marshal 
▪ Arrange regular testing for electrical equipment and safety devices 
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Other 

▪ A certain level of flexibility regarding availability outside normal working hours may be required to 
attend events and meetings 

 

This job description is intended to provide guidance to the post-holder with regard to their principal duties. 

Altair reserves the right to alter the specific responsibilities of the post from time to time without change to 

the overall level of responsibility appropriate to the grading of the post. 
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Person specification 

PART ONE 

Area Requirements 

Education ▪ Good all round education 

▪ Maths and English GCSE (grade C or above) 

▪ Relevant professional qualification (desirable) 

Knowledge and 
experience 

Knowledge 

▪ Computer literate  

▪ In-depth knowledge of Microsoft Office Suite (Word, PowerPoint, Excel) and 
other commonly used office package 

▪ Knowledge of office administration responsibilities, systems and procedures 

▪ Knowledge of basic Health and safety requirements 

Experience 

▪ Proven experience as a Personal Assistant and Officer Manager  

▪ Experience in diary management, scheduling appointments 

▪ Experience of facilities management 

▪ Experience of formatting reports and producing reports for presentations  

PART TWO 

Skills ▪ Excellent organisational and time management skills 

▪ Strong IT and typing skills 

▪ Good teamworking skills 

▪ Excellent interpersonal, oral and written communication skills 

▪ Strong organisational skills 

▪ High level accuracy skills with a thorough attention to detail 

▪ Numerate and mathematically competent 

▪ Problem solving skills  

▪ Flexible and adaptable to changing workloads 

Abilities ▪ Ability to multi-task, prioritise work and work under pressure 

▪ Ability to manage your own workload  

▪ Ability to maintain complete confidentiality and discretion at all times  

▪ Able to work effectively in a busy office environment 

▪ Able to manage high-volume workload 

▪ Able to work effectively with minimal management supervision 

Behaviours ▪ Calm and professional 

▪ Self-motivated and personal with a ‘can do’ approach 

▪ Willing to work independently and without instruction 

▪ Highest confidentiality 

▪ Confident with a good sense of humour 
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4 Remuneration, terms and conditions 

Remuneration and terms and conditions for the PA to CEO and Office Manager role are detailed in the table 

below. 

Remuneration Up to £30,000, dependent on experience 

Hours per week Full time, 35 hours per week 

Probation Three months 

Pension Altair contributes up to 6% to a personal pension scheme (Scottish 
Widows) 

Holidays 30 days per annum 

Additional benefits Private medical insurance, life cover, Healthshield cash plan 

Notice period One month 
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5 Timetable and how to apply 

5.1 Recruitment timetable  

The recruitment timetable is as follows: 

Dates Activity 

Monday 14th May 2018 Recruitment window opens 

Monday 4th June 2018, 9.00am Recruitment window closes 

From Monday 4th June 2018 Longlisting of applications 

Wednesday 6th June 2018 Phone interviews  

Thursday 14th June 2018 Final interviews  

ASAP – ideally June/July 2018 Successful candidates to commence employment 

 

5.2 How to apply 

For a confidential discussion about this role, please contact a member of the Altair team: 

For information regarding the role: 

▪ Claire Banks, Head of Finance and Corporate Resources 

claire.banks@altairltd.co.uk 

07769 218197 

 

For information regarding the recruitment process: 

▪ Kimberley Wallace, Consultant 

kimberley.wallace@altairltd.co.uk  

07585 954 218 

 

To apply online, please visit our website at: www.altairltd.co.uk/job/pa-officemngr-alt605  

You will be asked to complete an online form and attach four documents: 

i. A detailed CV (no more than three pages) including details of positions held (and dates); 

responsibilities and key achievements; and qualifications 

ii. A supporting statement (no more than 1,500 words) explaining why you are interested in the role 

and working for Altair, as well as evidencing your experience and knowledge (part one of the person 

specification) in relation to the role 

mailto:claire.banks@altairltd.co.uk
mailto:kimberley.wallace@altairltd.co.uk
http://www.altairltd.co.uk/job/pa-officemngr-alt605
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iii. Full contact details (name, job title, organisation, phone and email) for three referees (including your 

current employer if you are currently employed).  Please note that we will not take up references 

without your prior permission. 

iv. A completed diversity monitoring form (attached at Appendix 2 and available in Word format on the 

Altair website address above). Please note that this information is for monitoring purposes only and 

will not be seen or used in the recruitment process. 

The job reference code is ALT605. The deadline for applications is 9.00am on Monday 4th June 2018. 
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Appendix 1 – Advertisement 

PA to CEO and Office Manager 
Altair Consultancy Ltd 
 
Contract: Permanent 
Hours: Full time / 35 hours per week 
Salary: up to £30,000 per annum, dependent upon experience 

Location: London, Bermondsey  

Altair is a rapidly growing consultancy working in the housing, regeneration and voluntary sectors. Since the company 

was founded seven years ago we have gone from strength to strength and now enjoy a well-earned reputation as a 

consultancy firm that prides itself on delivering services of the highest standard. 

Altair provides consultancy services to a variety of housing sector clients: housing associations, local authorities, 

ALMOs, developers, regulatory bodies and third sector organisations.  We work throughout the UK and beyond, advising 

boards and senior executives on strategy and change, governance, HR advisory, recruitment and interim management, 

finance and treasury and property matters. 

In response to increasing demand for our services, we have a vacancy for a full time PA to CEO and Office Manager. 

We are looking for a professional, highly organised and self-motivated individual to join our team, supporting the Co-

Chief Executives and providing office support at our Head Offices in Bermondsey, London. The role will enable to 

company to build upon the growth it has achieved over the past seven years as we continue to cement our position as 

one of the sector’s leading consultancies. You will be joining Altair at an exciting time as we continue to grow within the 

UK and also look to expand our overseas presence, and you will be able to play a significant role in our future success.   

For further information about these roles, please visit www.altairltd.co.uk/job/pa-officemngr-alt605 to download the 

recruitment pack. If, having read the recruitment pack, you would like a confidential discussion about any aspect of the 

role or the recruitment process, please contact a member of the Altair team: 

For information regarding the role: 

▪ Claire Banks, Head of Finance and Corporate Resources 

claire.banks@altairltd.co.uk 

07769 218197 

For information regarding the recruitment process: 

▪ Kimberley Wallace, Consultant 

kimberley.wallace@altairltd.co.uk  

07585 954 218 

 

The closing date for applications is 9.00am on Monday 4th June 2018. Interviews will be on 6th and 14th June. The 

role reference code is ALT605. 

 

  

http://www.altairltd.co.uk/job/pa-officemngr-alt605
mailto:claire.banks@altairltd.co.uk
mailto:kimberley.wallace@altairltd.co.uk
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Appendix 2 – Diversity monitoring form 

Ethnic Origin 
White 
 

 White British 
 White Irish 
 White Other 

Black or Black British 
 

 Black or Black British African 
 Black or Black British Caribbean 
 Black, Black British Other 

Mixed 
 

 Mixed White and Black African 
 Mixed White and Black Caribbean 
 Mixed White and Asian 
 Mixed Other 

 

Asian 
 

 Asian or Asian British Indian 
 Asian or Asian British Pakistani 
 Asian or Asian British Bangladeshi 
 Asian, Asian British Other 

Chinese or Other Ethnic Group 

 
 Chinese or Other Ethnic Group, 

Chinese 
 Chinese or Other Ethnic Group, 

Other 

 

Prefer not to say 
 

 Prefer not to say 

 
Sexual Orientation   Religion 

 Heterosexual  
 Gay 
 Lesbian 
 Bisexual  
 Prefer not to say 

 No religion 
 Christianity (All denominations)  
 Buddhism 
 Hinduism  
 Judaism (Jewish)  
 Islam (Muslim) 
 Sikhism 
 Other 
 Prefer not to say 

 

Disability 
The Disability Discrimination Act (DDA) defines a disabled person as someone who has a physical or mental impairment 
that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities.  ‘Long 
term’ is usually considered to have lasted (or is expected to last) at least 12 months.  ‘Day to day activities’ include 
personal and social activities not just the ability to work.  If you consider yourself disabled, please select an option that 
best describes your disability from the list below.  If you do not consider yourself to have a disability, please select “No 
disability”.  Please select “Other” if your disability is not described in the list below and provide details in the box below. 

 
 

 No disability 
 Blindness 
 Partially sighted 
 Hearing impaired 
 Non hearing with speech 
 Non hearing without speech 
 Mobility impaired 
 Wheel chair user 

 
 Restricted limb usage 
 Learning difficulties 
 Dyslexia 
 Mental health problems 
 Multiple impairments 
 Prefer not to say 
 Other (Please provide details below) 

 

 

 
Declaration 
I hereby confirm that the information I have provided is complete and correct. 

 

Name:…………………………………Signed: …………………………Date: ………….……… 
(Please print) 
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Recruitment advertising reach 
 
Job reference code: ALT605 
 
How did you find out about this opportunity? 
 

 Please indicate “YES” as appropriate 

Approached directly by Altair  

Altair website  

LinkedIn  

Online browsing  

Word of mouth  

Linked In  

Monster  

Evening Standard  

Total Jobs website  

 


