
 

 

 

PA/EXECUTIVE ASSISTANT 

Department – Executive 

Reporting to the CEO 

 

 

THE BRAND 

MATCHESFASHION.COM is the global luxury-shopping destination for men and women, bringing 

together a modern edit of over 400 established and emerging designers. Experience 

MATCHESFASHION.COM online, in its London stores and at No.23, our private-shopping 

townhouse. With over 25 years in luxury fashion, we deliver to over 190 countries and offer 24/7 

advice through MyStylist, our dedicated fashion-concierge team. 

THE ROLE 

The Executive Assistant will be responsible for the coordination of activities (operations and 

planning) and ensuring timely flow of information to and from the executive office. S/he handles 

details of a highly confidential and critical nature, and must function efficiently and effectively in a 

fast-paced professional environment. S/he will have a proven ability to independently manage 

multiple tasks and projects with competing priorities and deadlines, screen and prioritize 

communications and opportunities from external and internal sources, and organize and maintain 

administrative processes.  

THE RESPONSIBILITIES 

 MANAGE external contacts for the CEO efficiently and proactively deal with messages and 

ensure items are brought to the CEO’s attention at the appropriate time. 

 CONTROL the daily schedule of CEOs, ensuring that they know their schedules 24 hours in 

advance and keeping appointments and meetings on time, or changing schedules when 

necessary. 

 ASSIST with personal matters (car maintenance, holidays, auctions etc) for the CEO when 

household PA is away. 

 MANAGE CEO travel arrangements and proactively coordinate the pre-planning of trips with 

various internal functions; including arranging appropriate travel, visas, comprehensive 

agendas with full contact details and other necessary preparations.  

 Full Board Meeting SUPPORT to include: regular liaison with shareholders, scheduling of 

Board Meetings, production of accurate Board minutes at each meeting and follow up with 

the CEO to ensure completion of their actions. 

 Ad hoc assistance to COO and other Board members; including travel arrangements, expense 

reimbursements, board meeting logistics and acting as a first point of contact for Board 

Member queries.  

 UNDERSTAND organisational policies and procedures necessary to ensure appropriate 

decision-making protocols are followed.  

 HANDLE confidential information in a professional and discreet manner.  

 ENSURE that various administrative tasks are done in an effective and efficient manner to 

include: copying, reviewing outside mail, drafting correspondence, screening phone calls 

when requested and maintaining executive files as needed.  

 Act as the CEO’s representative and ambassador to external constituents as directed.  

 PROCESS and maintain expenses for CEO. 

 PROVIDE further PA support to the executive team where required. 

 Any other ad hoc duties.  

 

 

 



 

 

ABOUT YOU 

 The ideal candidate will be dynamic, high-energy, organised, and able to support cross-

functional coordination in a fast pace environment and possess excellent judgment.  

Bachelor’s degree or equivalent experience.  

 Minimum 8-10 years or equivalent work-related experience supporting C-level Executives 

and experience working with Boards of Directors, necessary.  

 Demonstrated ability to handle confidential information appropriately.  

 Highly proficient in the following software programs: (Word, /Excel/PowerPoint, databases).  

 Extensive experience in administrative preparation of board presentations.  

Excellent written and verbal communication skills.  

 Ability to stay focused, efficient, and effective in managing multiple priorities.  

Professional demeanour and ability to defuse emotional situations in a calm manner.  

 Strong interpersonal skills and good judgment.  

 Articulate, well polished and presentable 

 Proven ability to work independently to achieve accomplishments.  

 Ability to communicate effectively with all levels of employees and outside contacts.  

 Experience working in an International arena a plus.  

 Mature, energetic with a ‘let’s roll up our sleeves’ attitude which is especially important in a 

small but growing organization.  

 Proven ability to effectively collaborate with internal team, cross-functional team, and 

external parties in a rapidly growing environment. 

 Ability to provide after hour and flexible support is a must.  

 Ability to travel  

 

 

From the moment you join our team we aspire to make your employment experience an 

engaging and memorable one. 

 

If you are energetic, hardworking and thrive in a collaborative and fast-paced environment, 

then please apply with a CV and covering letter stating your salary details and notice period. 


