Watts 1874- Executive Assistant to the CEO
Part Time | Chelsea Design Centre, London

20 hours per week | Monday to Friday | 4 hours per day
Working hours to be agreed with the successful candidate
Hybrid Working | 3 days office-based | 2 days working remotely

Salary: £26,000 per annum for 20 hours per week (Full-Time Equivalent: £48,750 per annum).

At Watts 1874, we have been creating exceptional interiors for over 150 years. Renowned for
our heritage, craftsmanship and attention to detail, we work with some of the world's leading
interior designers, architects and private clients.

We're looking for an exceptional Executive Assistant to become the trusted right hand to our
CEQO.

This is a role for someone who thrives on organisation, enjoys bringing order to a fast-moving
environment and takes pride in making things happen. You'll be highly organised, proactive
and naturally one step ahead, ensuring the CEQ's time is managed effectively whilst helping
to keep strategic priorities moving forward.

This isn't a traditional administration role. It's about building a trusted working relationship,
anticipating needs, solving problems before they arise and providing the support that allows
the CEOQ to focus on leading the business.

The Role

Working directly with the CEO, you'll become central to the day-to-day organisation of their
professional life.

From managing a complex diary and coordinating international travel to preparing board
papers, presentations and meeting documentation, you'll ensure every detail is planned,
organised and delivered to the highest standard.

You'll act as the main point of contact for the CEO, coordinating requests, managing priorities
and ensuring actions don't lose momentum. You'll also work closely with the Senior
Leadership Team, helping to coordinate projects and executive priorities.

Whilst the role is 20 hours per week over five days, we recognise the importance of flexibility.
The daily working pattern will be agreed with the successful candidate to suit both the needs
of the business and the individual. The role is offered on a hybrid basis, with three days each

week based at our Chelsea Design Centre and two days working remotely.

Key Responsibilities
e Proactively manage the CEQ's diary, meetings and commitments.

e Coordinate domestic and international travel, accommodation and itineraries.



e Prepare professional presentations, board papers, reports and meeting
documentation.

e Manage the CEQ's inbox, correspondence and follow-up actions.

e Coordinate meetings, agendas and actions, ensuring commitments are completed.

e Act as the primary point of contact for matters relating to the CEO.
e Support the CEO with research, strategic projects and day-to-day priorities.

e Liaise confidently with clients, suppliers and key business contacts.

¢ Handle commercially sensitive and confidential information with absolute discretion.

e Anticipate the CEQ's needs and continually look for ways to improve organisation and

efficiency.

About You

You'll be someone who enjoys creating structure, managing priorities and keeping things

moving.

You'll be calm under pressure, highly organised and confident working independently, using

your initiative to anticipate what needs to happen next.
You'll also have:
e Previous experience supporting a CEQ, Founder or senior executive.
e QOutstanding organisational and diary management skills.
e Excellent written and verbal communication skills.
e Exceptional attention to detail.
o High levels of discretion and professionalism.
e Confidence working independently and making informed decisions.

e Strong IT skills, including Microsoft Office and Google Workspace.

e The ability to produce professional reports, presentations and correspondence to a

consistently high standard.

Experience within a luxury, creative or design-led business would be advantageous, but is not

essential.
Why Join Watts 18747

This is an opportunity to work at the heart of one of Britain's most respected heritage
interiors brands.



You'll become a trusted member of the team, working closely with the CEO and playing an
important role in supporting the continued growth and evolution of the business.

We offer a supportive and flexible working environment where professionalism, creativity and
attention to detail are valued. This role would suit an experienced Executive Assistant looking
for a high-quality part-time position with genuine flexibility and the opportunity to make a
meaningful contribution within a unigue and inspiring business.

If this sounds like the role for you, we'd love to hear from you. Please submit your CV
together with a covering letter explaining why you would be a great fit for Watts 1874 to
watts1874@co-unityhr.co.uk.
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