
 

 

Delphis Eco, Sustainable Workspaces,. t: +44 (0) 203 397 0096  www.delphiseco.com  

 

 

 

Executive Assistant 

 

Company Overview 

Delphis Eco is one of the UK’s leading manufacturers of environmentally friendly cleaning 
products and proudly holds two Royal Warrants. In 2018, Delphis Eco became a B-Corp and 
was the first in its sector to achieve DEFRA (EU Ecolab) accreditation for the larges certified 
range. 

Delphis Eco has brought an unrivalled standard of eco-professional cleanliness to both B2B 
and B2cmarkets for the past decade. With customers like Wagamama, Sky, Sainsbury’s, 
Waitrose, and Amazon – to name a few. 

A UK-First, Delphis Eco’s bottles are made from 100% recycled plastic. To do so, Delphis Eco 
uses recycled plastic milk bottles, diverting thousands of tonnes of plastic from going into 
landfills and the ocean.  

Mission 

We all have a responsibility to live more sustainably, and our products give everybody the 
ability to help. We are uncompromising in everything that we do from the most ecological 
formulations to the world’s most environmentally friendly packaging to our passion to 
educate people to live more sustainable lives.  

Vision 

Our Vision is to create and market the world’s most ecological yet effective cleaning products 
to both commercial and domestic users. Safer for the use, where they clean and the 
environment. Make great products, help save the world, give formidable customer service. 

Role Overview 

Looking after all day to day needs of the CEO.  Critical is email and diary management but 
includes creating reports, organising travel and accommodation, taking minutes, keeping on 
top of all projects reporting into the CEO. Plus, other organisational tasks. 

Working in a fast-moving space, a can-do attitude, and focused on solving problems. 
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Executive Assistant Responsibilities 

• Managing both dairy and email accounts for the CEO. 
• Reviewing emails and other incoming communications and ensuring actions are 

taken in a timely manner. 
• Preparing documents for review and signature as required. 
• In-depth understanding of entire MS Office suite plus Salesforce and other software 

as required. 
• Answering phones and routing calls to the correct person or taking messages. 
• Filing and retrieving corporate records, documents, and reports. 
• Researching and conducting data to prepare documents for review and presentation 

of directors, and executives. 
• Helping prepare for meetings (including booking meeting rooms as required) 
• Accurately recording minutes from meetings. 
• Greeting visitors and deciding if they should be able to meet with executives. 
• Making travel arrangements for executives. 
• Performing office duties that include ordering supplies and managing a records 

database. 
• Provide general administrative support. 
 

About you  

• Proven experience as an executive assistant or other relevant administrative support 
experience. 

• Ability to organise a daily workload by priorities 
• Must be able to meet deadlines in a fast-paced quickly changing environment 
• An initiative-taking approach to problem-solving with strong decision-making skills 
• Professional level verbal and written communications skills. 
• Adept at managing multiple projects and stakeholders on behalf of the CEO 

 

What are the benefits  

● A competitive salary  
● Critical member of the team working alongside the CEO  
● Amazing location at Sustainable Workspaces, Southwark - surrounded by lots of cool, progressive 

brands 
● Regular events hosted at the office  
● Opportunity to meet with industry leaders and create an impressive portfolio of content that will 

be seen by millions of consumers 


