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Executive Assistant to Chief Executive 
Tech City UK 
 
About Tech City UK: 
 
Launched by the UK Prime Minister David Cameron in 2010, Tech City UK supports digital 
entrepreneurship across the nation, with regional bases in London and Northern England.  
 
Our aim is to help accelerate the growth of promising digital businesses in the UK. We do this by 
focusing on three areas:  
 
1. Lifecycle Programmes - running programmes that help digital start ups through every stage of their 
maturity – from seed to IPO or trade sale;  
 
2. Digital Skills Gap – we are closing the digital skills gap by creating products and services that make a 
measurable difference;  
 
3. Thought Leadership & Advocacy – using all the data, intelligence and connections with the 
community, we are able to create reports and events that mark us a thought leader in creating digital 
ecosystems;  
 
The culture is one of a startup with a lean mentality. We aim to be agile, transformative and authentic 
in our day-to-day operations.  
 
Our culture: 
 
We are a small but fast growing, high performance team with high standards and big 
ambitions. We strive for excellence in everything we do. Our aim is to be transformative 
and collaborative in our work. 
 
We focus on speed, scale, smart resourcefulness and unbounded optimism. We never 
ship junk and never start with ‘no’. We’re solution oriented and always focus on the 
outcome and the impact of any project or priority. 
 
We’re a curious bunch, creative and a little quirky. We debate things passionately in 
team meetings and stand-ups. We agree and disagree on how the world should work, 
but we all agree on making a big difference through our work at Tech City UK. 
 
Role purpose & scope 
 
This is a lynchpin role. It combines gatekeeper, diary manager, timekeeper and private secretary. You 
will provide immediate support to the CEO, a high profile and influential sector leader, and the whole 
Tech City UK team. You will help create the environment where good decisions are made and delivery 
happens.  
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In return you will work with a high performing team in a dynamic and pioneering environment, and 
consolidate your own skills, networks and knowledge. This includes, building your knowledge of the 
digital tech sector while gaining valuable insight into decision making and strategic management of a 
high profile not for profit. 
 
We encourage an entrepreneurial outlook and enable our own team members to achieve their 
ambitions and goals – professional and personal. This role will grow in the hands of the right candidate. 
 
 
Key Responsibilities 
 
 CEO support 
 - Inbox management - proven experience of proactively managing a busy and varied inbox of a 
demanding and in-demand CEO 
- Strategic management of invitations – giving advice and applying judgement with confidence 
- Intelligent and effective diary management - ensuring CEO is in the right place at the right time, with 
the right information, this will include: 
 

● writing briefings for meetings and press interviews 
● prep for meetings and interviews 
● working on and creating presentations for speaking engagements with CEO and other team 

members 
 
- Stakeholder management: courteous and strategic correspondence, information sharing, relationship 
building 
- Acting as a proxy to the CEO, able to represent their decisions, steers and viewpoints in their absence 
- Event management support: working with PR and Partnerships teams 
- Pride in providing smooth operational delivery, recording actions, assigning tasks, and following up 
 
Team and business administration 
- Coordinate team meetings and diaries, and manage external enquiries 
 
Desired skills 
- Good sense, good judgement and good humour! 
- High levels of professionalism and discretion. Able to deal with senior level executives and CEOs 
- Extremely organised, efficient and practiced in managing to tight deadlines. 
- Digital mindset when trying to solve problems 
- Naturally collaborative, optimistic, proactive and responsive 
 
 Experience 
- 3+ years’ experience in an administrative or relevant role, ideally directly supporting Director level 
teams or individuals 
- Excellent ICT skills: comfortable with Mac and all MS Office tools, and other software (e.g. Dropbox) 



Title: Executive Assistant to Chief Executive 
Reports to: CEO 
Based in: London 
 
 
- Exposure to and interest in the digital economy and tech sector: start-ups, scale-ups, entrepreneurs 
- Experience of creating a calm, fast moving, efficient office environment 
- Knowledge and experience of UK government and relevant policy agendas 
 
Other Information 
Title:                    Executive Assistant to the CEO 
Reports to:          Chief Executive Officer 
Based in:            London 
 
  
Contact Details 
 
If you are interested, please send your CV and a covering letter explaining your suitability for the role to 
jobs@techcityuk.com, by Wednesday 13th July. Interviews will take place the following week. Tech City 
UK is an equal opportunities employer. Job applicants may be asked to provide evidence of their ability 
to work and live in the country where the role exists.  
  
 


