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EA & Office Manager Job Description 

Job Summary 
We are looking for an Executive Assistant & Office Manager to dive into all things support. 

Key details: 

• Permanent role 

• Full time preferred 

• £25,000 to £30,000 per year, with further consideration based on experience 

• Candidates must have the legal right to work in the UK 

About Brill Power 
Brill Power develops cutting-edge battery management technology for stationary energy 

storage and electric vehicles. We are a spinout from the University of Oxford’s engineering 

department. Our team is small and excited to grow. Here’s what we’re about: 

1) Fun is essential to success: We love what we do.  We think you should too. 

2) We are not alone:  We share spaces, markets, geographies, and Earth’s resources 
with everyone around us.  Acting in a fair and honest manner is how we work at Brill 

Power. 

3) We do cool stuff: We don’t make products that are the norm. We innovate and raise 

the bar on what is possible. 

Job Overview 
You will be helping the team operate more productively and effectively, providing EA 

support and office management. We are looking for someone who has the flexibility to work 

across a number of business functions to support the team.  

You should be confident working autonomously as well as collaboratively. You will work 

closely with the CEO & COO and be the driving force and all-around helper for the team.  

Responsibilities include 
• Office management – Welcoming guests, organising food and drinks delivery, 

managing stationary, paperwork administration, overseeing cleaning and tidiness in 

the office, ensuring the smooth running of the office environment, coordinating 

office refurbishment, liaising with the landlord to solve building issues 
• Executive support – Managing diary and travel arrangement, maintaining CRM, 

inbox support to CEO, helping to arrange team events 
• Ad-hoc Operations support – Including supporting HR hiring and policy, helping 

maintain Health & Safety policies, and project support 
• Ad-hoc Finance support – Assisting in the processing of expenses and invoices 
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Skills and Qualifications 
• Strong attention to detail with the ability to pre-empt solutions 

• Excellent planning and organisational skills 

• Be a self-starter, manage own time and focus on deliverables 

• Discreet, trustworthy and able to handle sensitive information 

• Have a “can do” attitude 

• Experience working with Microsoft Office 

• Excellent customer service and written and oral communication skills with ability 
to interact with various teams 

• Experience in a technical, scientific, or engineering environment would be useful 

 

Brill Power Benefits 
In addition to a fun and friendly team and working environment, we offer: 

• Great office location 
• 25 days of holiday plus bank holidays 
• Flexible working hours 
• Unlimited tea, coffee, & biscuits 
• Monthly team lunches 

Get in touch 
There is no perfect candidate and no single person can do it all, but if this sounds like you 

and you're looking for somewhere to thrive, we want to hear from you. 

Brill Power is an equal opportunity employer and welcome applications from all, without 

regard to their race, sex, disability, religion/belief, gender reassignment, national origin, 

sexual orientation or age. 

Please send a CV and cover letter to hello@brillpower.com clearly indicating where your 

skills and experience matches what we are looking for in this role. 
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