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Front of House Team Member 

Location: Moorgate  
Contract: Permanent 
Hours:  Part time 16 hours per week 
Salary: £27,768 pro rata 
 
Making a great first impression is really important. That’s why we need the right person to join 
us and help greet our members and visitors to the club. What matters is that you have both 
the confidence and empathy to provide excellent customer care to all sorts of people. It starts 
with you. 
  
As a Front of House Team Member at our gym, you’ll bring great communication skills, both 
face-to-face and over the phone. You’re flexible, motivated and you show plenty of initiative. 
You also have basic computer skills, including Word and Excel. 
 
As a Member of the Front of House Team, you will: 

• Provide exceptional and efficient customer service to everyone who visits our club 

• Support the smooth running of our reception, including demonstrating attention to 
detail and initiative 

• Help us create a friendly, relaxing and professional environment 

• Give a warm welcome, answering queries in a caring and helpful way, making sure 
everyone feels valued 

• Be able to swim to a high standard and be willing to undergo training at site, due to 
covering Lifeguard breaks 

 
Helping you feel good. 
We want you to love coming to work, feeling healthy, happy and valued. That’s why we’ve 
developed a benefits package with you in mind. Here, you can choose from a range of 
fitness, lifestyle, health and fitness wellbeing rewards, such as free gym membership, health 
assessments, retail discounts and pension options. At Nuffield Health, we take care of what’s 
important to you. 
 
If you like what you see, why not start your application now? We consider applications as 
we receive them and reserve the right to close adverts early (for example, where we have 
received an unprecedented high volume of applications). So, it’s a good idea to apply right 
away to ensure you’re considered for this role. 
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RETAIL ASSISTANT 
Location: White City 
Pay rate: £14.56 per hour 
Employment type: Temporary 
Contracted hours: Part time 20-30 hours per week 
Shift pattern: Varied shifts including mornings; afternoons; evenings and weekends – all will 
be discussed at interview. 
BECAUSE OPPORTUNITIES ARE ENDLESS 
Here, we love to do things our way. We help our customers keep up with high fashion at 
affordable prices. We do everything with passion, high standards and care around here. And 
if that sounds like you – join us as a Retail Assistant. 
Because you matter 
People are at the heart of what we do, so it’s essential that we provide you with the right 
environment for you to perform at your best. We offer benefits that put YOU first. 

• Salary: We offer a very competitive salary. 

• Balance: Enjoy flexibility with accommodating shifts. 

• Pension: Secure your future with a generous pension scheme. 

• Discounts: Use your employee discount in any store. 

• Support: Explore our wellbeing initiatives and employee assistance programmes. 

• Holiday: Enjoy generous holidays, based on your hours. 

• Development: Careers pathways are available to help you reach the next level. 
What you’ll do 
As a Retail Assistant you’ll be making customer’s day, every day. Here’s a taste of what that 
looks like in action. 

• Providing customers with an amazing experience as you assist them with things like 
sizes or styles, purchases or returns. 

• Setting up a good-looking shop floor with full shelves, tidy fitting rooms, and a sales 
floor that showcases all the latest fashions. 

• Deliver a fast and friendly experience at till points, processing queries, voids and 
returns. 

• Receiving, unpacking, and checking off new deliveries. Getting our products our onto 
the sales floor making sure they are correctly priced – all while making sure everything 
meets our high standards. 

What you’ll bring 
We love to delight our customers with amazing in-store experiences and that starts with you! 
Here’s what you’ll need: 

• You’re passionate about people and creating an amazing experience. 

• You’re honest, a strong communicator who can also listen, share ideas and get 
involved where needed. 

• You’re organised and have excellent attention to detail. 

• You’re a team player with high levels of motivation, a positive attitude and a 
willingness to learn. 

• You’re interested in fashion and the latest styles and trends. 
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RETAIL ASSISTANT - NIGHT SHIFT 
Location: Oxford Street East 
Pay rate: £14.56 
Employment type: Temporary until 5th September 2026 
Contracted hours: Part time 30 hours per week 
Shift pattern: Will be discussed at interview. As the shifts require work between the hours of 
12-4am, all candidates must be 18+ to be considered. 

BECAUSE YOU’RE VALUED HERE 
Here, we love to do things our way. We help our customers keep up with high fashion at 
affordable prices. We do everything with passion, high standards and care around here. And 
if that sounds like you – join us as a Nights Retail Assistant. 

Because you matter 
People are at the heart of what we do, so it’s essential that we provide you with the right 
environment for you to perform at your best. We offer benefits that put YOU first. 

• Salary: We offer a very competitive salary. 

• Balance: Enjoy flexibility with accommodating shifts. 

• Pension: Secure your future with a generous pension scheme. 

• Discounts: Use your employee discount in any store. 

• Support: Explore our wellbeing initiatives and employee assistance programmes. 

• Holiday: Enjoy generous holidays, based on your hours. 

• Development: Careers pathways are available to help you reach the next level. 
What you’ll do 

As a Nights Retail Assistant, you’ll be working hard at night to provide our customers with an 
amazing experience as soon as they step through the front door the next morning. Here’s 
what this looks like in action: 

• Resetting the salesfloor, including creating eye-catching displays and replenishing the 

stock on the shelves. 

• Making sure the stock is correctly priced and that any price changes are clear and 

visible to customers. 

• Handling all stock, stock transfers, deliveries, and removing items from the salesfloor 

that don’t meet our high standards. 

• Implement any changes to the salesfloor, such as layout. 

• Keeping a tidy and well-organised stockroom. 
What you’ll bring 
Creating displays that amaze our customers while keeping things running smoothly behind 
the scenes is an important role at Primark! We need just the right person for the job. Here’s 
what we need from you: 

• You’re honest, a strong communicator who can also listen, share ideas and get 

involved where needed. 

• You’re organised and have excellent attention to detail. 

• You’re a team player with high levels of motivation, a positive attitude and a 

willingness to learn. 
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Finance Assistant Payables (part-time, 3 days per week) 

Location: Bloomsbury, London (Hybrid) 
Category: Financial 
Salary: Up to £17785.2 per annum + 25 Days Annual Leave, Hybrid 
Contract: Permanent 
Hours:  Part time 
Closing: 8th August 2026 
 
About the role 
We are seeking a meticulous and motivated Finance Assistant (Payables) to join our Finance 
team and play a vital role in supporting the smooth running of the British Museum. Working 
behind the scenes, your contribution will help ensure that we can continue to preserve, 
protect and share our collections with millions of visitors each year. 
As part of our accounts payable team, you will ensure the accurate and timely processing of 
invoices and payments, helping us maintain strong relationships with suppliers and 
colleagues across the Museum. 
You will be responsible for managing a busy and varied workload, balancing priorities and 
ensuring high standards of accuracy and service at all times. 
About you 
We are looking for someone who is detail-oriented, and collaborative with excellent 
communication skills. You will be able to evidence: 

• A good understanding of basic accounting principles. 

• Strong numerical skills with high levels of accuracy. 

• Excellent attention to detail and ability to manage high volumes of data. 

• Confident IT skills, including spreadsheets. 

• Strong communication skills with the ability to work with a range of internal and 
external stakeholders. 

• Able to prioritise work and meet deadlines in a fast-paced environment. 

• A proactive, flexible and team-oriented approach. 

• Familiarity with accounting systems and experience working in a finance environment 
would be advantageous. 

Key areas of responsibility 
Accounts Payable: 

• Maintain the purchase ledger, ensuring records are accurate and up to date. 

• Process invoices and ensure timely authorisation across departments. 

• Prepare and run high-quality payment batches in line with agreed schedules. 

• Reconcile supplier statements and resolve discrepancies. 

• Liaise with suppliers and internal teams to efficiently resolve queries. 
Financial Administration 

• Input and reconcile financial data, including general ledger postings. 

• Support month-end processes including account reconciliations. 

• Maintain stock records and resolve related queries. 

• Ensure accurate record-keeping and filing (digital and physical). 

  



 Issue Date Friday 31st July 2026 

  

    

 

Electoral Registers Assistant 
Location: St Pancras  
Contract: Permanent 
Hours: Part time for 18 hours  
Salary: £13,853 per annum (£27,706 per annum FTE) 
Closing: 9th August 2026 
This is the starting salary for this role unless the successful candidate is able to evidence 
being in receipt of a higher salary in which case this may be reviewed  
About the role  
The Government and Official Information Team at the British Library manages and promotes 
a unique national collection of print electoral registers, which dates back to 1832, and data 
versions from 2007. We receive print copies of the revised full electoral register annually in 
December as thousands of separate polling districts from 350 councils. We check these for 
completeness and sort them into constituencies for binding. Once bound they are shelved 
ready for consultation by researchers. The data copies come in at the same time as CSV files 
via a secure email system and are downloaded and stored. 
We are looking for a highly organised Electoral Registers Assistant to liaise with local 
authorities; organise and manage the receipt of print and data versions of the annual register, 
prepare the print version for binding; and download the data files to secure storage. 
If you have good organisational skills, the ability to work to agreed standards and deadlines, 
and are an effective communicator orally and in writing we would love to hear from you. 
About us  
We are the national library of the UK and we are here for everyone. Our shelves hold over 
170 million items – a living collection that gets bigger every day. Although our roots extend 
back centuries, we aim to collect everything published in the UK today, tomorrow and far into 
the future. Our trusted experts care for this collection and open it up for everyone to spark 
new discoveries, ideas and to help people do incredible things.  
Things you need to know  

• We are unable to provide sponsorship under the UK Skilled Worker visa for this role.  
• Successful candidates must undergo a criminal record check (DBS check).  
• Artificial intelligence can be a useful tool to support your application, however, all 

examples and statements provided must be truthful, factually accurate and taken 
directly from your own experience. Where plagiarism has been identified (presenting 
the ideas and experiences of others, or generated by artificial intelligence, as your 
own) applications may be withdrawn.  

• We particularly welcome applications from Black, Asian, Mixed Race and other 
ethnically diverse candidates and disabled candidates. Creating an inclusive 
workplace is the core of our business and a way to engage the diversity of thought that 
is essential to achieve our aims.  
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People Officer 
Location: Tate Britain, Millbank 
Category: HR 
Salary: £33,192 per annum 
Contract: Permanent 
Hours: Full time 
Are you an organised and people-focused HR professional looking to develop your career in 
a purpose-driven organisation? 
 
We're looking for a People Officer to join Tate's People Advisory Team, providing operational 
HR support across the employee lifecycle. You'll work closely with managers and employees, 
handling HR queries, supporting payroll processes, managing absence and family leave 
administration, coordinating employee relations activity and helping deliver an outstanding 
employee experience. 
 
We're seeking someone with HR or People Operations experience, excellent attention to 
detail and a passion for providing a high-quality service. 
 
Join us and help create a workplace where people can thrive while contributing to Tate's 
mission to make art accessible to everyone. 
 
We don’t accept CVs, so please complete all sections of the form, including your education 
and work history. Use this space to share specific examples of what you’ve done and how 
you work. 
 
Tools like ChatGPT can be useful for exploring thoughts, but we ask that the words you 
share with us are your own. Responses that feel overly generic or artificially generated may 
not reflect the individuality we value and could affect how your application is received or 
result in it being rejected. 
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Events and Marketing Assistant  
Soane Museum Enterprises 
 

Location: London 
Category: Events 
Salary: £30,260 
Contract: Permanent 
Hours:  Full time 
 

The Events and Marketing Assistant will underpin the work of Soane Museum 
Enterprises (SME) and support the broader objectives of Sir John Soane’s 
Museum. The post will play an important part in generating and maintaining 
business across all revenue strands of SME, including reactive and proactive 
sales, marketing the Museum’s various products, the planning, execution and 
follow up of events and tours, identifying new potential commercial partners and 
additional administrative tasks related to commercial activities.  
 
The role also involves supporting SME’s communication function, liaising with 
internal stakeholders on specific projects as well as dealing with external suppliers 
and customers. 
 
The role is ideal for a highly organised individual, with a passion for marketing and 
an understanding of the challenges and sensitivities of working in an historical 
environment where the primary function is not commercial.  
 
The successful candidate will have initiative, be an able communicator, and 
possess strong administrative skills. A creative approach to problem solving with 
the ability to work on several complex tasks simultaneously whilst remaining calm 
under pressure. 
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Events Assistant - Venue Hire 
Salary: £30,950pa (plus benefits) 
Contract type: Full-time, permanent appointment 
Location: Chelsea 
Closing date: Monday, 10 August 2026, 12.00pm (noon) 
Interview date: Monday, 24 August 2026 
Downloads: Job description (150KB) | Person specification (108KB) 
 
We are seeking to appoint an Events Assistant to join our passionate and dedicated Venue 
Hire team. This is an exciting role in which you will be the initial point of contact for all event 
hire enquiries.  
 
The successful candidate will support in managing and co-ordinating enquiries utilising 
exceptional communication and selling skills to engage clients, develop client relationships, 
grow the Museum’s venue hire profile and reputation and drive sales and conversion. 
 
The successful candidate will have at least 12 months' experience in an events, hospitality or 
high-end customer-facing operation, be highly organised, able to multi-task, be a team 
player, enjoy interacting with clients, have a positive outlook and will be hands-on in the 
planning, co-ordination and set-up of events. 
 
Enthusiastic, personable and motivated, the successful candidate will be able to confidently 
take on responsibility and relish the opportunity to make a positive contribution to the growth 
of our venue hire offer and further develop their skills and knowledge. 

 

Librarian 
Salary: £34,040pa (plus benefits) 
Contract type: Full-time, permanent appointment 
Location: Chelsea 
Closing date: Monday, 24 August 2026 
Interview date: Wednesday, 9 September 2026 
Downloads: Job description (133KB) | Person specification (101KB) 
 
The National Army Museum is home to a unique research collection that brings together 
books, journals, archives and other resources documenting over 350 years of British Army 
history. We're seeking an enthusiastic Librarian to help care for these nationally significant 
collections and make them accessible to everyone including curators, academics, family 
historians, students and military researchers. 
 
This is an exciting opportunity to play a central role in the Museum's Archives, Library and 
Information team. You'll be responsible for developing and managing the library collections, 
improving access through cataloguing and digitisation, and delivering an excellent research 
and reader service from our Templer Study Centre. 
This post is a public-facing role and not suitable for hybrid working. 
  

https://www.nam.ac.uk/sites/default/files/attachments/eventsAssistantVenueHire2026_JD.pdf
https://www.nam.ac.uk/sites/default/files/attachments/eventsAssistantVenueHire2026_PS_v2.pdf
https://www.nam.ac.uk/sites/default/files/attachments/librarian2026_JD.pdf
https://www.nam.ac.uk/sites/default/files/attachments/librarian2026_PS.pdf
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Customer Service Assistant 
Location: London, Greater  
Contract: Permanent 
Hours:  20 hours per week 
Salary: £14.74 p/h + £3.00 p/h unsocial premium 
Closing date: 17th August 2026 
 
Work Pattern 
Sun 16:00-20:00 
Mon 19:00-23:00 
Thurs 19:00-23:00 
Fri 19:00-23:00 
Sat 19:00-23:00 
 
Under 18 disclaimer 
This job role involves working late nights and this means we can’t consider applications from 
anyone under the age of 18. This is to comply with the relevant health and safety legislation 
and to keep our colleagues safe in the workplace. 
Please note that the + £3.00 p/h unsocial premium is only added on any hours worked 
between 22:00-06:00. 
 
Join as a Customer Assistant in our Food section, where you'll become be at the frontline of 
the UK’s fastest growing retailer. We’re not just looking for someone to fill shelves – we need 
down-to-earth colleagues who thrive under pressure, deliver five-star service at pace, and 
embrace the transformation we're driving. 
We're seeking passionate individuals who not only take pride in their knowledge of M&S 
Food products but are also ready to roll their sleeves up and go again, day in and day out, 
meeting strong customer demand head-on. 
You'll be a resilient and committed brand ambassador who’s ready to raise the bar by 
confidently recommending and selling our newest food products to our customers. Through 
remarkable service you'll make sure our customers feel truly valued every time they shop 
with us. 
Our customers don't wait. You’ll thrive in a high-pressure environment, staying sharp, fast, 
and focused when the store is at its busiest. You’ll go above and beyond, to serve, sell, fill 
and help drive growth in sales. 
Being digitally confident is essential. You'll utilise our digital tools, such as the Sparks and our 
in-store devices, to enhance the customer experience and ensure they get the products they 
want when they need them. 
Being a team player is crucial. You’ll contribute to a positive, high-energy environment, where 
everyone works hard and supports each other in delivering a seamless customer experience. 
Flexibility is also vital. You should be poised to work across various areas of the store, 
adapting to the changing demands of the retail environment. No two shifts will look the same 
– and you’ll embrace the challenge. 
This is a frontline role, not for the faint-hearted. But for those who are ready to roll up their 
sleeves, there’s huge opportunity. Are you ready for it? Take Your Marks and apply today. 
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Communications Officer 

Closing: 09 Aug 2026 
Location: London Zoo 
Salary: £35,000 per annum 
Contract: Permanent 
Workplace: Hybrid 
Purpose of the role 
We have two exciting Communications Officer opportunities within ZSL’s 
Communications team, each playing a key role in planning and delivering communications 
activity that builds awareness, strengthens reputation and brings ZSL’s conservation mission 
to life for external audiences. 
One role focuses on London Zoo and Whipsnade Zoo, helping to showcase the work of our 
Zoos, visitor experiences, animal stories and conservation impact. The other focuses 
on Commercial, Fundraising and Partnership communications, raising the profile of the 
activities, campaigns and relationships that generate support and income for ZSL’s mission. 
Working closely with the Communications Manager and colleagues across Zoo, Commercial, 
Fundraising, Marketing, Digital and Partnership teams, both roles identify and develop 
compelling stories that engage audiences and demonstrate the impact of ZSL’s work. The 
successful candidates will support earned media activity, draft comms materials, coordinate 
media opportunities and create audience-focused communications content across a wide 
range of channels and initiatives. 
Both roles contribute to proactive storytelling, campaign delivery and day-to-day 
communications support, ensuring activity is communicated clearly, consistently and in line 
with organisational priorities, while helping to strengthen engagement with ZSL’s 
conservation mission and organisational goals. 
Both roles require a regular onsite presence of 3-4 days per week to support relationship 
building, storytelling opportunities and communications activity across ZSL. As part of your 
application, please indicate in your covering letter if you have a preference for either 
the Zoo-focused Communications Officer role or the Commercial & Partnerships-
focused Communications Officer role. 

Key responsibilities:    
• Support the planning and delivery of communications activity across assigned areas of 

the organisation, helping to ensure campaigns, projects, events and initiatives are 
coordinated, aligned to organisational priorities and delivered effectively. 

• Identify and develop engaging stories and communications opportunities by working 
closely with colleagues across ZSL, gathering information, developing clear and 
accurate messaging, and translating complex or specialist activity into content that 
resonates with target audiences. 

• Deliver proactive media and content activity, including drafting press releases, media 
pitches, briefing materials, web content and other communications assets; supporting 
earned media opportunities; and helping to amplify stories across owned, shared and 
partner channels. 

• Coordinate media relations and stakeholder engagement opportunities, including 
media visits, interviews, filming, photography, launches, events and spokesperson 
briefings, while supporting the identification of opportunities to raise awareness of 
ZSL, its work and its impact. 
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• Protect and strengthen ZSL’s reputation by monitoring media coverage and external 
developments, supporting reactive communications activity, maintaining planning and 
reporting tools, and evaluating communications performance to inform future activity 
and continuous improvement.  

About You 

• Experience of supporting communications, PR, media relations, journalism, marketing 
communications or external affairs activity. 

• Experience of drafting clear and engaging written content for external audiences, such 
as press releases, articles, web copy, briefings or campaign materials. 

• Strong organisational skills, with the ability to coordinate activity, manage deadlines 
and keep others informed. 

• Ability to understand complex or specialist information and turn it into accessible 
content for public audiences. 

• Confidence in full breadth and depth of content production: from press briefings to 
social media reels and campaigns on full range of channels   

This role is subject to standard pre-employment checks, including confirmation of your right 
to work in the UK. Visa sponsorship is not available for this position.  
ZSL recognises that conservation is one of the least diverse sectors, and we actively 
encourage applications from candidates who identify as part of underrepresented 
communities. We are committed to building a supportive and inclusive workplace where 
everyone can thrive and celebrate the value of having a team of employees with diverse 
skills, experiences, and heritage.  
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Customer Assistant 
London, Greater London 
Contract: Permanent 
Hours:  Full Time 
Salary: £14.74 p/h + £3.00 p/h unsocial premium 
Closing date: 17th August 2026 
About the role 
This section tells you all you need to know about the position and its responsibilities, outlining 
everything we hope to see in a successful candidate. 

 
Work Pattern 
Week 1 
Sun 12:00-20:00 
Mon 15:00-23:00 
Wed 15:00-23:00 
Thurs 15:00-23:00 
Fri 15:00-23:00 
 
Week 2 
Mon 15:00-23:00 
Tues 15:00-23:00 
Wed 15:00-23:00 
Fri 15:00-23:00 
Sat 15:00-23:00 
 
Under 18 disclaimer 
This job role involves working late nights and this means we can’t consider applications from 
anyone under the age of 18. This is to comply with the relevant health and safety legislation 
and to keep our colleagues safe in the workplace. 
Please note that the + £3.00 p/h unsocial premium is only added on any hours worked 
between 22:00-06:00. 
 
Join M&S as a Customer Assistant in our Food section, where you'll become be at the 
frontline of the UK’s fastest growing retailer. We’re not just looking for someone to fill shelves 
– we need down-to-earth colleagues who thrive under pressure, deliver five-star service at 
pace, and embrace the transformation we're driving. 
We're seeking passionate individuals who not only take pride in their knowledge of M&S 
Food products but are also ready to roll their sleeves up and go again, day in and day out, 
meeting strong customer demand head-on. 
 
You'll be a resilient and committed brand ambassador who’s ready to raise the bar by 
confidently recommending and selling our newest food products to our customers. Through 
remarkable service you'll make sure our customers feel truly valued every time they shop 
with us. 
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At M&S, our customers don't wait. You’ll thrive in a high-pressure environment, staying sharp, 
fast, and focused when the store is at its busiest. You’ll go above and beyond, to serve, sell, 
fill and help drive growth in sales. 
Being digitally confident is essential. You'll utilise our digital tools, such as the Sparks and 
our in-store devices, to enhance the customer experience and ensure they get the products 
they want when they need them. 
Being a team player is crucial. You’ll contribute to a positive, high-energy environment, where 
everyone works hard and supports each other in delivering a seamless customer experience. 
 
Flexibility is also vital. You should be poised to work across various areas of the store, 
adapting to the changing demands of the retail environment. No two shifts will look the same 
– and you’ll embrace the challenge. 
This is a frontline role, not for the faint-hearted. But for those who are ready to roll up their 
sleeves, there’s huge opportunity. Are you ready for it? Take Your Marks and apply today. 
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Recruitment Administrator  
Salary: £25000 - £27000 per annum + commission 
Location: West End, London 
Contract Permanent 
 
Dual Management is part of the award-winning Abbatt Property Recruitment group, and we’re 
looking for an organised, detail-focused Recruitment Administrator to join our team. It’s a 
close-knit group – regular socials, a monthly entertainment budget the team gets creative 
with, and a supportive environment to work in. 
This is a great opportunity for someone who’s methodical, accurate, and good at keeping 
things on track. You’ll work closely with account managers and the internal recruitment team, 
helping keep the team’s day-to-day running smoothly. 
 
What you’ll be doing: 
Managing compliance documentation and right-to-work checks for temporary workers. 
Booking shifts and coordinating cover across client sites. Sending booking confirmations to 
clients and candidates. Building and maintaining rotas. Coordinating interviews – liaising with 
clients and candidates to arrange times, send confirmations and manage diary logistics. 
Providing payroll information to the finance team. Providing ad hoc administrative support to 
our account managers, helping them stay on top of client requirements and keep accounts 
running smoothly. General administrative support to keep the desk running efficiently. 
 
What we’re looking for: 
Excellent written and spoken English, with a real eye for detail and accuracy. Highly 
organised, with the ability to juggle lots of moving parts. A proactive, can-do attitude – 
someone who spots what needs doing and gets on with it. Comfortable with software and 
systems, keeping everything accurate and up to date. A team player who wants to be part of 
a close-knit, sociable office. 
 
What we offer: 
25 days annual leave plus bank holidays. Private healthcare (AXA PPP). Employee 
assistance programme with face-to-face counselling. Interest-free season ticket loan. A 
monthly entertainment budget the team puts to good use. Gym contributions. Regular socials 
– office drinks, monthly team outings, regular company-wide events, and summer and 
Christmas parties. Genuine progression opportunities within a business that invests in its 
people. 
If you’re organised, good with details, and want to join a team that works hard and enjoys 
each other’s company, we’d love to hear from you. 
 
  

https://abbatt.co.uk/jobs/?search_location=West%20End,%20London
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Weekend Day Concierge 
Hours: 08:00 – 20:00 (Saturdays and Sundays) 
Salary: £14.70 per hour or £18,342 per annum 
Location: London (W1W) (nearest station is Oxford Circus or Regent’s Park) 
We are currently recruiting for a Weekend Day Concierge to work in our beautiful residential 
developments based in Oxford Circus (W1W). You will have the responsibility of being the 
first point of contact for all residents, visitors, and contractors; being professional in manner 
and appearance at all times; and available to assist residents, visitors and contractors with 
any enquiries they may have. 
You’ll be a people person, go that little bit further to get to know the residents building strong 
relationships with them on an individual level whilst always being completely professional, 
courteous and respectful. 
You’ll be the first and primary point of contact for residents when it comes to any support they 
need at the place they call home. 
Ideally, you’ll have all or most of the experience we’re asking for: 

• Previous residential or other property experience, preferably within a similar role 

• Significant experience providing exemplary levels of customer service 

• Experience in managing contractors and building works within a busy development 

• Awareness of general fire, health & safety and security 

• Proven ability to and handle confidential information with professionalism and 
discretion 

Responsibilities 

• Meet and greet the residents and answer enquiries by telephone or from callers to the 
desk. 

• Assist the residents, guests and visitors when required. 

• Ensure effective security of residents and the building at all times including manning 
any CCTV and aid the smooth running of car parking facilities. 

• Be courteous and helpful to residents, guests, suppliers, tradesmen and the general 
public. 

• Communicate with leaseholders and managing agents in an attentive and personable 
manner. 

• Carry out regular patrols of the entire building and report any faults and/or security 
breaches found to the Building Manager. 

• Perform weekly fire alarm, lift alarm and other regulatory tests and inspections, and 
report any issues to the Property Manager as well as log/file records for inspection 
purposes. 

• Ensure correct reporting of any security/Health & Safety issues, incidents and 
complaints. Taking appropriate action in the event of an emergency. 

• Issue keys only to correct personnel/residents whilst recording at all times the signing 
in and out of keys. 

• Be responsible for all deliveries to the main reception desk, receiving and safekeeping 
of all parcels/registered mail. Correct issuing of all parcels/registered mail with a 
record which must be signed by residents. Notify residents of any deliveries to arrange 
collection from the front desk. 

• Maintain accurate and timely records for all residents 
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Recruitment Resourcer – Temps Team 

Salary: £25000 - £28000 per annum + + commission 
Job Location: West End, London 
Contract: Permanent 

 
Do you love talking to people? Are you driven, competitive, and ready to kick-start a career 
where the sky’s the limit? We want to hear from you. 
We’re on the hunt for a Recruitment Resourcer to join our busy Temps team – helping bring 
brilliant candidates through our doors and out into some of the best property companies 
around. It’s fast-paced, it’s social, and honestly, it’s a lot of fun. 

 
What you’ll be doing: 

• Posting ads and searching for candidates on the main job boards 

• Shortlisting candidates and picking out the stars 

• Conducting interviews 

• Managing onboarding and compliance to get candidates working 

• Building relationships with candidates that keep them coming back to you 

What we’re looking for: 
• A genuine people person – someone who loves being on the phone and talking to 

people in person 

• Some customer service or sales experience (resourcing experience even better but all 
training will be provided) 

• Driven, ambitious, and hungry to build a proper career, not just take a job 

• Someone who thrives in a busy, buzzing environment 

What’s in it for you: 
• A great basic salary, plus the chance to earn serious commission on top 

• Genuine progression – plenty of people move up within Temps and across the wider 
business 

• A warm, friendly, supportive team who’ll have your back from day one 

• Office based to start, moving to one day a week from home once you’re through 
probation 

• 25 days holiday allowance + bank holidays, pension, socials, incentives, private 
healthcare, gym membership contributions, travel loan 

 
If you’re ready to bring your energy, your drive, and your love of people into a role where 
you’ll genuinely be rewarded for what you put in – we want to talk to you. 
  

https://abbatt.co.uk/jobs/?search_location=West%20End,%20London
https://abbatt.co.uk/jobs/?search_job_type=permanent
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Office Administrator 
Salary: £26000 - £30000 per annum 
Job Location: London 
Contract: Permanent 
Are you a highly organised, detail-driven professional looking to build a career in office 
support? We’re looking for a proactive Recruitment Administrator to keep our back-office 
running smoothly and help our consultants deliver a first-class service to clients and 
candidates. 
Ideally someone with a few years’ experience gained in a similar administrative or 
coordination role, you will be happy managing a varied workload and have a high level of 
autonomy over your own tasks. This is an office-based role, working in our High Holborn 
office (closest stations Chancery Lane, Holborn and Farringdon). 
About the Role 
You’ll be at the heart of our recruitment operation, supporting the wider team with 
compliance, candidate documentation, and the smooth day-to-day running of the business. 
You’ll also provide ad hoc support directly to our CEO, and help organise client and office 
events throughout the year. 
What You’ll Be Doing 

• Manage candidate compliance – right to work checks, references, and required 
documentation 

• Format and prepare CVs to a professional, consistent standard ready for client 
submission 

• Accurately maintain candidate and client records via data entry into our recruitment 
CRM 

• Support the coordination of client events, from booking venues to managing guest lists 
and logistics 

• Help organise internal office events and day-to-day office requirements 

• Provide ad hoc administrative support to the CEO as needed 

• Handle general admin tasks including data entry, scanning, and document preparation 

• Assist with new starter setups and onboarding administration 
Who We’re Looking For 

• Excellent communication and interpersonal skills 
• Highly organised with great attention to detail, particularly with documentation and 

data accuracy 
• Proactive problem-solver who can work independently and manage competing 

priorities 
• Flexible, helpful attitude and comfortable juggling multiple tasks 
• Professional demeanour with a genuine passion for supporting others 
• Confident using CRM systems and Microsoft Office (Word, Excel) 

What We Offer 

• £26,000 to £30,000 dependent on experience 
• Friendly and supportive office environment 
• Great benefits package including gym contributions, 25 days holiday, private medical 

and season ticket loan 
• Progression opportunities 

https://abbatt.co.uk/jobs/?search_location=London
https://abbatt.co.uk/jobs/?search_job_type=permanent
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Caretaker part-time 
Hours: 06:00-12:00 on Mondays, Wednesdays and Fridays; 06:00-11:00 on Tuesdays and 
Thursdays (28 hours total) 
Location: Kensington (SW5) (closest station is Earl’s Court) 
Salary: £13.85 per hour / £20,166 per annum 
We are currently looking to recruit a part-time Caretaker for a refurbished residential 
development based in Kensington (SW5). This is a high end building and presents an 
excellent opportunity for a candidate with Maintenance/Caretaker/Handyman experience 
looking to work in Residential. 
Main Responsibilities 

• Maintain the estate’s cleanliness by litter picking, sweeping, and using a garden 
vacuum for leaves and small debris. 

• Empty exterior waste bins and ensure bin rooms are clean, tidy, and jet-washed 
regularly. 

• Move bins to and from collection points in accordance with scheduled collection days. 
• Vacuum staircases three times per week. 
• Mop each landing floor and wash all skirting boards. 
• Dust all painted timberwork throughout the building. 
• Polish and buff all wooden banisters (both sides), including high-level varnished timber 

up to 5’8″. 
• Clean glass panels, rails, and selected windows across the site. 
• Wash and sanitise building exteriors to ensure a clean, welcoming environment. 
• Carry out minor maintenance tasks, such as changing light bulbs. 
• Support the team by conducting regular checks where necessary, such as fire alarm 

and emergency lighting inspections. 
• Assist the Building Manager, wider team, and residents with any ad hoc requests. 

 
Areas of Responsibility / Accountability 

• Ensure the development is consistently maintained to a professional and high-quality 
standard. 

• Deliver a reliable and courteous service to all residents and visitors. 
• Take ownership of assigned tasks, contributing to a clean, safe, and well-presented 

living environment. 
 
Desirable Skills and Certifications 

• Experience maintaining high cleaning standards in residential or commercial 
developments. 

• Familiarity with building health and safety procedures and ability to perform scheduled 
safety checks. 

• Certifications for working at height are an advantage. 
• Ability to carry out basic maintenance tasks such as replacing light bulbs. 
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Accounts Assistant 
Salary: £18 - £18 
Contract: Temporary 
Closing Date: 5th August, 2026 
Location: Chancery Lane, London 
 
Who we’re looking for 
We’re looking for someone who not only meets the key criteria below but also embraces our 
core values – Trust, Respect, Involve, Challenge, and Deliver Excellence – and is committed 
to earning and maintaining the confidence of our clients and communities. 
 

Who we are 
Pinnacle Group is a market-leading national provider of housing, neighbourhood and 
workplace services. With over thirty years of experience, we deliver expert, place-based 
management and maintenance solutions that enhance the everyday lives of the communities 
we serve.  
We’re a people-first organisation with a values-driven culture that has stood the test of time -
reflected in the way we care for both our employees and our customers. 
 
Key responsibilities will include: 

• Process and allocate receipts accurately within MRI Qube. 
• Complete bank reconciliations and resolve any discrepancies. 
• Set up and maintain tenant accounts and tenancy information. 
• Raise charges and ensure records are updated in line with tenancy agreements. 
• Support month-end and periodic finance activities. 
• Maintain accurate financial records and account information. 
• Respond to finance-related queries from internal and external stakeholders. 
• Assist the team with ad hoc accounting and administrative tasks. 

 
Key requirements: 

• Previous experience in an Accounts Assistant or similar finance role. 
• Strong working knowledge of MRI Qube. 
• Excellent Excel skills. 
• Experience posting receipts and carrying out bank reconciliations. 
• High level of accuracy and attention to detail. 
• Strong organisational and time management skills. 
• Ability to work independently and as part of a team. 
• Experience within housing, property or real estate would be advantageous. 
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Static Residential Cleaner 
Salary: £14.80 - £14.80 
Contract: Temporary 
Closing: 26th August 2026 
Location: Notting Hill 
 

Who we are 
Pinnacle Group is a leading UK private sector provider of housing and neighbourhood 
services, managing and maintaining communities where people live, learn, work and play. 
We’re a people-first organisation with a values-driven culture that has remained consistent for 
thirty years; living through how we treat our employees and our customers. 

 

Who we’re looking for 
We’re looking for someone who, alongside the key criteria below, will sign up to our 
values of Trust, Respect, Involve, Challenge and Deliver Excellence and will be determined 
to maintain the confidence of our clients and communities. 

  

Key responsibilities will include 
• Damp & spot mopping, Damp dust /polishing of surfaces, fixtures and fittings 
• Cleaning toilet facilities, and hand basins and replenishing toilet paper, hand soap & 

towels  
• To clean and sanitise touch points, door handles, push plates, and other surfaces 
• Removal of waste from internal litter bins within the offices and meeting rooms 
• To keep the tea/coffee points clean and tidy at all times 
• Vacuuming carpeted areas including barrier matting 
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Nursery Lunchtime Assistant  
Hours:  Part Time (M-F 11am-2pm)  
Salary: £12.71 per hour + amazing benefits 
Location: W2 
 

If you love children, this could be the job for you 

A bit about the role 
If you like being around children and want a job that fits around your commitments, this could 
be a great role for you. You'll typically work part-time hours between 11.30am and 2.30pm, 
and our nurseries run all year round. 
You'll supervise meals, tidy up efficiently, help soothe children to sleep and support activities 
for children who are not sleeping. 
What's in it for you? 
 
You will need: 
The right to work in the UK 
To be able to work all year round 
A strong work ethic 
An ability to safeguard and protect children 
To be positive, reliable and friendly 
 
Micky Star Nursery is a large nursery with 3 floors and X2 beautiful gardens. Beverley the 
nursery manager has been a long-standing staff member at LEYF for 28 years. The children 
love going on community walks to Hyde Park and visiting the Church street library. 
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Nursery Lunchtime Assistant  
Hours:  Part Time (Mon-Fri 11:30am-2:30pm)  
Location: Westminster, SW1A  
Salary: £12.71 per hour + amazing benefits 
 
A bit about the role 
If you like being around children and want a job that fits around your commitments, this could 
be a great role for you. You'll typically work part-time hours between 11.30am and 2.30pm, 
and our nurseries run all year round. 
 
You'll supervise meals, tidy up efficiently, help soothe children to sleep and support activities 
for children who are not sleeping. 
 
While entry qualifications aren't necessary, if you want to learn more, we can help you get the 
training you need. 
 
You will need: 
The right to work in the UK 
To be able to work all year round 
A strong work ethic 
An ability to safeguard and protect children 
To be positive, reliable and friendly 
 
About the nursery 
Rated Outstanding by Ofsted, House of Commons Nursery and Pre-School provides Early 
Years education and care to children from birth to 5 years old. It is exclusively available to 
parents and carers with a permanent parliamentary pass. You can find us on the 
Parliamentary Estate, close to Westminster tube. We're a bright and spacious nursery. Our 
children enjoy activities from science to woodwork and cooking, obstacle courses, sensory 
play and more. They also love to get outdoors- buying fruit and veg in Chinatown or climbing 
trees at St James Park.   
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Early Years Assistant  
Hours:  Full Time  
Location: Maida Vale, NW8  
Salary: £26,436 per annum + amazing benefits 
 
A bit about the role 
If you're a natural with children and want to find out if childcare is for you, this could be a 
great next step. 
 
You'll support the nursery team in supervising fun activities, caring for the children and 
keeping them safe and happy. 
As part of the team, you might take the children on a train to the Science Museum, hop on a 
bus to make friends at a nearby LEYF nursery, or join in baking sessions with the children 
and your nursery chef. 
 
While entry qualifications aren't necessary, if you want to learn more, we can help you get 
the training you need. Whether this is your first step into work or you're looking for a career 
change, age is no barrier. 
 
You will need: 
The right to work in the UK 
To be able to work all year round 
A strong work ethic 
An ability to safeguard and protect children 
To be positive, reliable and friendly 
 
About the nursery 
Rated Outstanding by Ofsted, Carlton Hill Nursery and Pre-School provides Early Years 
education and care to children from birth to 5 years old. The Nursery is located close to 
Maida Vale and Kilburn Park. Our children might make wooden toys and props, cook in our 
home corner, take part in science experiments, climb trees, grow fruit and veg or spot insects 
in our 'jungle' and much more. 
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Complaint Officers x2 
Salary:  up to £37,887 per annum depending on experience 
Working hours: 37 per week 
Location:  Emily House, 202-208 Kensal Rd, London W10 5BN 
Closing:  6th August 2026 
We’re looking a new Complaint Officer to deliver an exceptional experience for our customers 
by guiding them through the complaint handling process, acknowledging and investigating 
their case and reaching a fair outcome. 
If you’re confident talking with customers, stakeholders and colleagues at all levels and 
experienced in investigating complaints and finding creative solutions all while ensuring the 
customer’s kept in the loop, this could be the role for you. 
You’ll act as an ambassador for Abri, championing our customer-first approach throughout 
the complaint journey and helping us continue to deliver a fantastic customer experience by 
not only putting things right, but getting to the root of where we can do better for our 
customers. 
You'll be working from our London office a minimum of three days per week to connect and 
collaborate with colleagues and the other two days can be worked from at a place of your 
choosing whether that's at another of our offices, a cafe or at home.  
We’ll review and interview suitable candidates as they apply. If we receive enough 
applications, we'll close the advert early so be sure to apply today. 
Who we are 
We are large housing provider who own and manage more than 58,000 homes and various 
community assets, serving around 113,000 customers across the South of England. 
We’re investing £689m over the next ten years in our existing homes to improve building 
safety and make them more energy efficient. 

• We’re delivering 10,000 homes by 2030, ensuring affordable housing 
is built where it’s needed most 

• We’re investing in our communities, to address local issues and create opportunities 
for everyone  

As we grow, we’re re-establishing our strong local presence to provide a really good service. 
Abri has adopted a regional approach to service delivery, with our operating areas split into 
three, each with their local governance and leadership. This will ensure our colleagues 
are more visible, accountable and better connected to our customers and local communities 
to meet their diverse needs.   

About you 
We’ve all got different backgrounds, strengths and experiences. But we share the same 
values. It’s these shared values that bring us together as one team. 
Our colleagues embrace these every day. Be the difference to our customers and 
colleagues, always curious and look for better solutions, achieve together by working in 
partnership with others, own it openly through working with others in an open and honest 
way, and finally embrace possibility and see changes and challenges as welcomed 
opportunities. 
We also expect our colleagues to share Abri’s commitment to safeguarding and promoting 
the welfare of children, young people and adults. 
If you share our values and want to make a real difference in the world, you’re on to a winner 
and we’d love to hear from you!  
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Day Centre Driver 
London Care Limited Driver/Care Assistant 
Shift pattern Mon to Sunday 8:45 to 16:45,  
Driving runs – 9:00-11:00am pick up and drop off 14:45 – 16:30 
Location: Westbourne Park Day Centre (London Care) Kensington 
 
We’re creating brighter days. Fresh challenges. Exciting opportunities. Plenty of ups, downs, 
and curveballs. With a career as a Driver/Care Assistant at London Care, part of City & 
County, every day will be different to the next. Each will offer you the opportunity to do 
meaningful and rewarding work that makes a real difference to our clients’ lives and your 
career. 
The day centre is open Monday - Friday 9am - 5pm offers the below services to residents in 
the Kensington and Chelsea borough. 

• Care services for people with dementia 
• Care services for people with learning disabilities 
• Caring for adults over 65 
• Caring for adults under 65 
• Mental health conditions 
• Physical disabilities 
• Sensory impairments 
• Substance misuse problems 

Job Description 
The staff team are the extraordinary people who do the everyday things that mean so much 
to our clients. Supporting them to live safer and supported lives in their own homes, This role 
involves transporting vulnerable adults with advanced dementia and reduced mobility. Each 
minibus will have an escort who supports the drivers with pick up and drop of 
Duties  

• Be available for planned and unplanned driving, involving some weekends and on call 
work. 

• Drive a minibus on resident’s outings, helping with activities and care team 
• Be a car owner with full driving licence, including full D1 section 
• Take full responsibility of minibus, including cleaning and facilitating maintenance 

. 

Due to the nature of the role the following is required: 
• Driver with D1 License (Required) 
• Confident and able to drive a minibus (9 seats). 

Qualifications 
What you need 
You will need to be an efficient, organised and experienced care professional who is 
passionate about providing the best care, thrive on managing a team within a health and 
social care environment and take pride in building relationships with your clients and care 
workers. 
Due to the field-based elements of the role you must be a driver with your own vehicle. 
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Care Assistant 
Shift Patterns: 
Our services operate 7 days a week, offering a range of flexible shifts to suit 
different lifestyles: 
Sat and Sun Day Shifts: 6:00 / 7:00 AM – 2:00 PM 
Evening Shifts: 2:00 PM – 10:00 / 11:00 PM 
Pay Rates 
We believe great work deserves great pay! Here's what you can expect: 
£14.07 Per hour – Monday to Friday 
£14.07 Per hour – Saturday 
£14.57 per hour – Sunday 
 
Work Location: 
We support service users across North/West London, including the following locations: 
Camden Town, Belsize Park, St Johns Wood, Marylebone, Mayfair, Hyde Park, Paddington, 
Westbourne Park, West Kilburn, Warrick Avenue,   
  

Support is delivered across the areas listed above, so flexibility and a willingness to travel 
locally are essential. 
We particularly welcome applications from drivers based in or around these areas. 
We value flexibility and reliability and offer consistent work for those who are passionate 
about making a difference. 
Care Assistant: Role & Responsibilities 

• Our Care Professionals are the extraordinary people who do the everyday things that 
mean so much to our clients. Supporting them to live safer and supported lives in their 
own homes, you’ll follow individual care plans and assist with personal care, helping 
clients to bathe, dress, manage incontinence, use the toilet and supporting them with 
their medication. You’ll also help with practical tasks like shopping, mealtimes, and 
housework. 

• Helping our clients overcome any mobility problems and other physical disabilities, 
including helping in the use of, and care of aids/adaptations and personal equipment. 

• Assisting with domestic tasks such as making and changing beds, tidying rooms, light 
cleaning, laundry, and emptying commodes. 

• Our Care Professionals help our clients with personal care such as washing, bathing 
and toileting arrangements. 

• Help with eating and drinking by preparing meals, snacks, and drinks, assisting with 
feeding if required. 

• Assisting clients with preparing and administering medication. 
Job Description 
 What else you'll help with: 

• Companionship – being a friendly face & preventing loneliness through engaging 
conversations, activities, and outings. 

• Personal Care – all aspects of personal hygiene, including bathing, dressing, 
grooming, and toileting, while maintaining the client's dignity and privacy. 

• Medication Management – collecting prescriptions, providing reminders, and assisting 
with the administration of medication as per care plan guidelines. 
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• Nutrition and Mealtimes – preparing tasty and nutritious meals, considering dietary 
requirements and preferences, and assisting with feeding when necessary. 

• Housekeeping – keeping their home just the way they like it, including light cleaning, 
laundry, and tidying up living spaces. 

• Mobility Assistance – help with getting around safely, including transfers, walking 
support, and using mobility aids. 

• Health Monitoring – observing and reporting changes in the client's physical or mental 
condition to healthcare professionals and family members. 

• Social Inclusion – encouraging and facilitating participation in community activities and 
maintaining connections with family and friends. 

• Emotional Support – providing a listening ear, empathy, and reassurance to clients 
experiencing anxiety, loneliness, or distress. 

• Documentation – maintaining accurate records of care provided, incidents, and any 
changes in the client's condition. 

• Safety and Emergency Response – ensuring a safe living environment, recognising 
potential hazards, and responding appropriately to emergencies. 

• Collaboration – working effectively with other care team members, healthcare 
professionals, and family members to ensure comprehensive and consistent care. 

Qualifications 
What you'll need (besides a cape and superpowers!) 
Hold onto your hats, because you don't need any social care experience to join our merry 
band of care crusaders! We're more interested in your heart of gold and your ability to 
sprinkle kindness wherever you go. You'll need to be as resilient as a rubber band and as 
eager to learn as a curious kitten. Get ready to level up your skills and knowledge as part of 
our close-knit (and slightly bonkers) team! 
 
While previous experience isn't necessary, you'll need to show us that you've got compassion 
oozing from your pores, communication skills that would make a UN diplomat jealous, and 
problem-solving abilities that would impress our Moher Teresa herself! Oh, and a 
commitment to delivering top-notch, respectful care that would make your gran proud! 

• Have a right to work within the UK (sorry, time travellers from the future need not 
apply) 

That’s what we ask from you. WE TRAIN YOU IN EVERYTHING ELSE!! 
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Cleaner 
Location:  Westminster 
Salary:  £14.80 per hour 
Hours:   17.5 Per Week 
Working Days: Monday, Tuesday, Wednesday, Thursday, Friday 
Working Pattern: 18:30 - 22:00 - Monday to Friday - 3.5 hours per day 
 
We are currently recruiting for a Cleaner to support at our client’s site.   

As a Cleaner, you will play a crucial role in providing safe, clean environments in which 

our customers can thrive in their workspaces. 

Your key responsibilities will include, but are not limited to: 

• Tidying up work areas, cleaning floors and communal areas. 

• Vacuuming, sweeping, mopping, emptying bins and other tasks as required. 

• You may come into regular contact with customers so you must be able to assist 

them if needed. 

• You must complete all relevant Health & Safety records and attend training 

courses when needed. 

The ideal candidate should meet the following criteria: 

• You must have Right to Work in the UK. 

• A background in cleaning would be advantageous. 

• Attention to detail and thoroughness in completing tasks. 

• Applicants must have a basic understanding of written and spoken English 

language to read and comprehend instructions at the client site, communicate 

effectively in the workplace, and follow essential safety procedures 

About The Company: 
We are the leading facilities management company with 50,000+ colleagues and a turnover 
in excess of £2bn. We deliver innovative, award-winning services within facilities 
management, hard services, cleaning, security and catering. 
 
Our mission is to make people and places the best they can be for our colleagues, customers 
and the communities we serve. Our commitment to doing business the right way is rooted in 
our TRUE values - Trust, Respect, Unity, and Empowerment. 
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Cleaning Operative Part-time 
Location:  Southeast London 
Salary:  £14.80 per hour 
Hours:   8 Per Week 
Working Days: Saturday, Sunday 
Shift:    06:00 – 10:00 (4 hours per day). 
 
We are currently recruiting for a Cleaner to support our client’s site.   
As a Cleaner, you will play a crucial role in providing safe, clean environments in which our 
customers can thrive in their workspaces. 
 
Your key responsibilities will include, but are not limited to: 

• Tidying up work areas, cleaning floors and communal areas 
• Vacuuming, sweeping, mopping, emptying bins and other tasks as required 
• You may come into regular contact with customers so you must be able to assist them 

if needed 
• You must complete all relevant Health & Safety records and attend training courses 

when needed 

The ideal candidate should meet the following criteria: 

• You must have Right to Work in the UK & ROI 
• A background in cleaning would be advantageous 
• Attention to detail and thoroughness in completing tasks 

 
About The Company: 
UK & Ireland is a leading facilities management company with 50,000+ colleagues and a 
turnover in excess of £2bn. We deliver innovative, award-winning services within facilities 
management, hard services, cleaning, security and catering. 
 
Our mission is to make people and places the best they can be for our colleagues, customers 
and the communities we serve. Our commitment to doing business the right way is rooted in 
our TRUE values - Trust, Respect, Unity, and Empowerment. 
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Communications & Marketing Administrator 
Salary: £30,000 - £33,000 per annum (depending on experience) 
Location: Office based and managing events at multiple locations across South London 
Contract/Hours: Full-Time, Permanent 
Closing: 6th August 2026 
 
An exciting opportunity for an organised administrator with communications, marketing and 
events experience to support business operations, digital content, stakeholder engagement 
and internal communications within a busy organisation.  This role is known internally as a 
Business Administration Partner. 
If you've also worked in the following roles, we'd also like to hear from you: Business Support 
Administrator, Events Coordinator, Office Administrator, Communications Assistant, 
Marketing Assistant, Administrator, Administrative Assistant, Operations Administrator, 
Marketing and Events Executive 
 

This role is known internally as a Business Administration Partner – Communications, Events 
and Marketing 
 
JOB OVERVIEW 
We have a fantastic new job opportunity for a Communications & Marketing Administrator. 
 
As the Communications & Marketing Administrator you will provide high-quality administrative 
support while coordinating communications, marketing activities, digital content and 
organisational events. You will work closely with colleagues across the organisation to 
ensure projects and day-to-day activities run smoothly. 
 
The Communications & Marketing Administrator will help maintain brand consistency, 
support stakeholder engagement, create engaging content and contribute to continuous 
improvement across the organisation. 
  

DUTIES 
Your duties as the Communications & Marketing Administrator include: 

• Events Coordination: Assist with planning, organising and supporting internal and 
external events while ensuring a professional experience 

• Content Creation: Research, produce and publish engaging written and visual 
communications across multiple channels 

• Digital Communications: Update the website, SharePoint intranet and internal 
directories while maintaining brand consistency 

• Marketing Support: Create promotional materials for recruitment campaigns, 
activities and organisational initiatives 

• Administration: Manage shared inboxes, prepare presentations, maintain records 
and support organisational reporting 

• Stakeholder Engagement: Work collaboratively with colleagues and external 
contacts while providing excellent customer service 

• Reporting and Projects: Monitor engagement metrics, support surveys and 
contribute to projects that improve business processes 
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CANDIDATE REQUIREMENTS 
ESSENTIAL 

• GCSEs or equivalent including English and Maths 

• Previous experience in an administration, communications, events or marketing 
support role 

• Excellent written and verbal communication skills 

• Strong organisational skills with the ability to manage multiple priorities 

• High level of accuracy and attention to detail 

• Experience using Microsoft Word, Excel, Outlook and similar systems 

• Previous experience producing written content for internal or external audiences 

• Experience supporting events or meetings 

• Ability to work independently using initiative 

• Professional approach with the ability to handle confidential information appropriately 
 
DESIRABLE 

• Knowledge of social media platforms and creating engaging content 

• Photography or videography experience 

• Previous experience within a regulated or care sector environment 

• Understanding of the Supported Housing sector 

  

This role requires a DBS check 
 
Applicants must have the right to work in the UK, as sponsorship is not available 
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Hotel Receptionist 
Company: Thistle 
Location: London, WC1A 
Job Type: fulltime 
Salary: £13.50 per hour + commissions 
Contract:  Flexible 
 
The Kingsley by Thistle is a classic Edwardian hotel, near Covent Garden, Holborn and 
Oxford Street. The Kingsley has been awarded 4-star status and has 129 bedrooms and 
seven meeting rooms. The team is relatively small and close-knit in keeping with the 
property's combination of modern comforts and historic charm. 
 
What you’ll be doing 
You’ll work mainly on the Reception desk, ensuring that every guest feels warmly welcomed 
and supported throughout their stay. While experience with Opera is a plus, what matters 
most is your dedication to creating memorable experiences. Your proactive, calm approach 
will be essential in anticipating guest needs and resolving any queries with ease" even during 
busy times. This role offers a fantastic opportunity to build connections and deliver truly 
personalized service, going beyond Check-in and Check-Out to make each guest feel at 
home. 
 
Our Front of House Team operates on a shift rota, so you’ll need to be comfortable working 
five days out of seven, with a mix of early and late shifts. 
 
What you’ll bring 

• A genuine passion for guest service and creating warm, personalized experiences 

• The ability to remain calm and collected in a busy, guest-facing environment 

• A friendly, open personality that makes guests and team members feel valued 

• Strong attention to detail and a proactive mindset in anticipating guest needs 

• Willingness to work flexibly as part of a shift-based schedule 
 

If you’re ready to bring your unique skills to a proud, passionate team dedicated to delivering 
exceptional hospitality, we’d love to hear from you! 
 

Financial Wellbeing – You work hard, so we’ll always help your money work hard for you! 
Some of the great things you can take advantage of including: 

• Wage Stream – You’ll be paid monthly, but have access to your earned salary before 
payday should you need it 

• Discounts & Perks – Savings on 1000’s of retailers, dining, hotel stays, and much 
more for you and those close to you 

• Refer a Friend – Earn up to £1000 when friends join our team 
• Interest-Free Loans – Season ticket loans to make commuting easier 

 


	Electoral Registers Assistant

