
Team 
Assistant

Life at
Candy Kittens
CKHQ
We base CKHQ in a fantastic office space
in Hammersmith.

Make Your Mark
Everyone has a say so there is always an 
opportunity to make your mark – whatever 
the decision may be.

Uncomfortably Fast
There are no speed limits on the road 
to success. We like to move fast. 

The A-Team
Work alongside and learn from a team 
of talented, genuine people. Every day is 
different.

We have an exciting opportunity here at Candy Kittens for a Team 
Assistant. The ideal candidate will be obsessively organised, reliable 
and proud of their serious attention to detail. The successful candidate 
will become a vital part of a busy office environment. In order to thrive 
in this growing business and embrace our ambitious culture, the 
candidate should be comfortable rolling up their sleeves and have the 
ability to confidently manage a busy workload - there could be a lot of 
plates to spin!

UK (London) based.

Achieve & Learn
We make time each week to recognise
our achievements and set new goals. 
What do you want to learn?

Friday Finish
You have the option to down tools at 3PM 
on Friday afternoon. All you have to do is 
complete everything that is expected of
you in that week. Friyay! 

Frank & Clear
First class execution requires clarity 
and candour. Clear decisions and frank 
conversations are key.

Ambitious Culture
We are intent on moulding the best 
possible working culture. We want
you to share our ambition.



Job specification
The ideal candidate will be obsessively organised, reliable and proud of their serious attention to detail. The 
successful candidate will become a vital part of a busy office environment. In order to thrive in this growing 
business and embrace our ambitious culture, the candidate should be comfortable rolling up their sleeves and 
have the ability to confidently manage a busy workload - there could be a lot of plates to spin!

Maintain a clean, organised, functional, safe and comfortable 
office space

Ensure snack/beverages & office supplies are properly stocked

Deliver a first class welcoming experience, as the first person to 
greet and escort visitors and guests

Diary and scheduling support to the Managing Director and the 
Board of Directors

Responsible for coordinating and booking travel / hotels for the 
whole team

Assisting with recruitment, including on-boarding and off-
boarding candidates

Working closely with the whole team in supporting their day to 
day working needs

Flexible and adaptable

Able to easily prioritise

Able to work independently and use own initiative

A sense of care and pride for keeping the work
environment to a high standard

Work experience within an office environment, ideally
as a personal assistant or receptionist

University degree preferred but not essential

At CKHQ we believe in the power of a diverse team and are working hard to be a diverse and inclusive place to work. We welcome applications 
from all suitably qualified people, regardless of race, sex, disability, religion, sexual orientation or age.

If you have a disability that prevents you from following our application process, please contact us at work@candykittens.co.uk so we can 
provide an alternative way for you to apply. We are happy to make adjustments to our hiring process to ensure we are accessible to everyone 
– please let us know what we can do to support you.

We are building a team of passionate and talented people. At Candy Kittens we are embarking on new and exciting ideas. Working with us 
in our growing, fast paced business means you will have the opportunity to be involved in a variety of larger projects. The work you put into 
these projects will directly affect the performance of the business. Furthermore, you will be encouraged and expected to give your insights 
and opinion, make a real contribution every day and plot your own development.

Team player

Exceptional interpersonal skills: upbeat, can-do attitude, 
friendly and professional

Excellent organisation and communication skills with strong 
attention to detail

Problem solver

You have a positive, get-stuff-done attitude; people can 
rely on you

Ability to communicate effectively in oral and written form
Good IT skills (Apple Mac)

Email and calendar management

Knowledge of the following would be useful; Google Suite, 
Slack, Microsoft Office.

Contact Us
Sounds like a bit of you? Great! Send your cover letter and CV to 

work@candykittens.co.uk with the subject line ‘Team Assistant’ 

Contact and recruitment will begin from mid-July.

Primary responsibilities: 

Personal leadership:

Culture

Experience & education:


