
 

 
 

JOB ADVERT 
  
Administration Assistant 
£20,000 - £23,000 per annum (dependent on experience) 
Knutsford 
 
Stopford has an exciting opportunity for an Administration Assistant to join the team on a full-time 
permanent basis to provide a customer focused service to the business to facilitate the smooth 
running of the company. 
  
The Company  
Stopford is an international multi-disciplinary consultancy, engineering design and project 
management services company founded in the UK in 1982. We work with companies around the world 
in emerging and existing industries, our ambition is to lead the way in engineering a sustainable world 
towards a low carbon economy.    
   
We have ambitious plans for future growth over the next three to five years supporting our key clients 
in the renewables and green energies sector and commercialising Stopford’s green technology 
portfolio.  We have a significant opportunity to expand our operations in the UK and internationally 
and the role of Administration Assistant will support this growth.    
  
Your time will primarily be based at our office at Knutsford.  
 
Employment at Stopford brings many benefits including:  

 Competitive salary  
 Profit related bonus payment  
 Pension  
 25 days holiday plus bank holidays  
 Private medical insurance  
 Employee assistance programme   
 Free on-site parking  
 Opportunities for training and development 

  
The Position of Administration Assistant 
 
As an Administration Assistant at Stopford you will: 

 Be the first point of contact for clients and employees, referring people appropriately, giving 
directions, taking deliveries and answering queries. 

 Organise meeting rooms and maintain the meeting room diary and setting up meeting 
rooms with refreshments and appropriate equipment.  

 Support with hotel and car hire bookings and purchasing of office essentials. 
 Support with the ordering and issuing of PPE (personal protective equipment). 
 Co-ordinate and support the access arrangements for access into the buildings. 
 Assist the Commercial Team members in the admin activities that facilitate the smooth 

running of the office. 



 

 Maintaining the procurement and purchase order process using Sage 50, including arranging 
new supplier accounts, issuing purchase orders and placing orders.  

  
To be successful in the role of Administration Assistant you must have excellent IT skills, particularly 
Microsoft Office Products.  You will have excellent communication skills with the ability to build and 
maintain working relationships across the company.  You will be able to manage a number of tasks 
and be able to prioritise accordingly. 
 
A full job description for Administration Assistant is available on our website. 
  
Please go to our website for a full job description to familiarise yourself with all of the 
responsibilities, skills and experience required before you apply.   
  
Please note that we do not accept applications from agencies, and you must be eligible to live and 
work in the UK.    
  
We look forward to receiving your CV for the post of Administration Assistant.     
  
Closing date:  15 May 2022   
  
  
Stopford reserves the right to bring forward the closing date if we receive a suitable number of 
quality applications from which to make a shortlist.  Therefore, we would recommended that you 
apply as soon as possible.     
    
Please note that due to the volume of applications we receive we are unfortunately not able to 
respond to each applicant. If you have not been called for interview within 3 weeks of the closing 
date, you should assume that on this occasion your application has been unsuccessful.     
 
 
  



 

JOB DESCRIPTION 
Position: Administration Assistant 
 
Group:  Commercial 
 
Location: Knutsford 
 
Reports to:  HR & Business Administrator 
 
Ambition 
Our ambition is to lead the way in engineering a sustainable world through the transition to 
a low carbon economy. 
 
Values 
We value professionalism, equality, fairness, co-operation and unrivalled expertise. 
 
Job Purpose 
The Administration Assistant will provide a customer focused administrative service to the 
business. Reporting to the HR & Business Administrator, this role will assist the Commercial 
Team to facilitate the smooth running of the company. 
 
Key Accountabilities/Responsibilities 

 To be the first point of contact for clients and employees, referring people 
appropriately, giving directions, taking deliveries and answering queries. 

 Organise meeting rooms and maintain the meeting room diary and setting up 
meeting rooms with refreshments, lunches and appropriate equipment.  

 Support the Purchasing Manager with: 
 Supplier pre-qualification by issuing questionnaires to suppliers, monitoring 

and expediting supplier responses and with internal distribution to relevant 
stakeholders. 

 Help to maintain purchasing registers including pre-qualification 
questionnaires, purchase order requests, purchase orders and contracts. 

 Support with invitation to tender activity by issuing documentation to 
suppliers, monitoring and expediting supplier responses.   

 Maintaining the procurement and purchase order process using Sage 50, 
including arranging new supplier accounts, issuing purchase orders and placing 
orders. 

 Assist the Commercial Team members in the admin activities that facilitate the 
smooth running of the office.  Including support with: 
 Hotel and car hire bookings and purchasing of office essentials. 
 Ordering and issuing of PPE (personal protective equipment). 

 Co-ordinate and support the access arrangements for access into the buildings. 
 Deal with general daily queries. 
 Formatting CV’s to ensure standardisation using Word. 
 Supporting the senior managers as and when required. 
 Update the Company’s SharePoint Site with information and updates from across 

the Commercial Group. 



 

 Supporting with the recruitment process including recording of CV’s, scheduling of 
interviews and writing for references. 

 Supporting with the onboarding process. 
 Supporting with the preparation of organisation charts. 

 
Minimum Requirements – Education and Experience 
 Excellent IT skills, particularly Microsoft Office Products. 
 Excellent communication skills with the ability to build and maintain working 

relationships across the company. 
 Attention to detail – able to work in a methodical manner. 
 Be able to manage a number of tasks and prioritise accordingly. 
 Strong teamwork ethic, with a willingness to share information freely. 
 Enjoy working in a fast-paced environment. 
 Be comfortable working with confidential and sensitive information. 
 Uncompromising attitude to safety. 
 Eligible to live and work in the UK. 

 
Company Wide Aspects 

 Adhere to Stopford’s Business Management System. 
 Align with and promote Company Values and Vision. 

 
Review 
The above is not an exhaustive list of duties and you will be expected to perform different tasks as 
necessitated by your role within the organisation and the overall business objectives of the 
organisation. 
 
 
 


