
 

 

 

Executive Assistant 

Idox plc 

Home based, in travelling distance of Belfast, NI 

 

About the role 

At Idox we are invested in finding and developing the future leaders within our business. As part of a regular 

programme, we invite talented individuals into our business, to learn and develop on a fast track, working 
alongside Idox’s Executive Management Team as an Executive Assistant. 

 

Reporting to our C-suite, you will advance progressive and challenging corporate projects for Idox plc, in a role 
that is tailored to suit your strengths. As an Executive Assistant, you will be providing information and 

administrative assistance to a wide range of senior internal and external stakeholders. You will be fully engaged 
with our senior Executive team, board members and business partners to Idox.  

 

This is an opportunity to learn the inner workings of the business and accelerate your potential career with an 
experienced leadership team. We’d particularly like to hear from applicants who have an interest and expertise in 

social value and ESG. Previous postholders have moved on to responsible roles elsewhere in the business and are 
still learning and being rewarded for their excellent work. 

 
Here’s what those who have previously taken up this great opportunity have had to say: 

“The largest draw of the role was that I had the chance to connect with the senior people running a large 
business. Gaining some insight into the thinking that determines how business decisions are made at that level 
provided me with invaluable experience that will undoubtedly help me moving forwards. The role also 
encouraged me to think outside the box to provide non-standard solutions to unexpected problems.” 

“As Executive Assistant, I have gained a great understanding of the workings of a leadership team and how 
strategic business decisions are made. The role has offered me flexibility to not only develop my skillset but gain 
an insight into other business areas and build relationships with senior business leaders. Overall, it has provided 
an excellent platform for my personal and professional development.” 

To apply, please tell us what intrigues you about the role, and how you feel you can bring energy and ideas to 
our team. Please particularly mention any experience and interest you have in Social Value and ESG matters. 

Key responsibilities 

• Executive Officer (EO) diary management using Outlook to co-ordinate multiple diaries, and manage 

commitments with internal and external stakeholders to maximise time efficiency for the EMT. 

• EO communications including where required taking calls, responding to emails and interfacing directly 
with internal and external stakeholders on behalf of the EMT. 

• EO document production preparing and assisting in the production and distribution of internal and external 

documents to deadlines. 

• EO event management from regular small internal meetings to large scale external events, arranging 
appropriate facilities and travel arrangements and ensuring any necessary documentation is provided in a 

timely manner. This includes specifically supporting our staff communication programme, co- ordinating PLC 

Board meetings and investor relation activities. 

• EO administration organising regular travel arrangements via vendors and personal expense claims; and 
minute-taking with pro-active follow-ups to actionable items where appropriate. 
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• EO business Involvement in other projects across the business as and when needed not specifically stated 
above, which are necessary for the effective performance of the EMT. 

 

To be successful, you’ll need to: 

• Have excellent communication skills to build rapport with business partners quickly 

• Uphold a strict level of confidentiality 

• Act with professionalism and integrity at all times with internal and external stakeholders 

• Demonstrate a suitable balance of initiative to progress matters and escalation to the EO 

• Travel to Idox offices as required to support the activities of the EMT. Role is based in one of Idox’s offices 

and travel is expected to be incidental and largely UK-based 

• Organisation and administration experience, ideally reporting directly to senior management 

• Advanced Microsoft Office skills, with an ability to become familiar with firm-specific programs and software 

• Proficiency in collaboration and delegation of duties 

• Strong organisational, project management and problem-solving skills with impeccable multi-tasking abilities 

• Exceptional interpersonal skills 

• Friendly and professional demeanour 

• Have social value or ESG experience. 

About Idox 

Our specialist software solutions power the performance of government and industry, driving productivity and a 

better experience for everyone. Built around the user and designed in collaboration with experts who have 
worked through every detail of every process from end-to-end, our hard-working process engines deliver 

exceptional functionality and embed workflows that drive efficiency and best practice with a long-term focus for 
regulated environments.  

Through the automation of tasks, the simplification of complex operations, finding scalability as operations evolve, 
and more effective management of information, we help our customers harness the power of Digital, so they can 
do more.  

We employ around 500 staff in the UK and worldwide, including Europe, North America and Asia, so some travel 
to meet colleagues may be required.   
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Our Values      

 

Our Culture 

We are ambitious in working together to promote a more inclusive environment, which attracts all candidates and 
signals our commitment to celebrate and promote diversity. Idox is a company where we can all be ourselves and 

succeed on merit, where we respect all our employees, customers and communities in which we live, work and 
are a part of.  

We recruit and reward employees based on capability and performance – regardless of race, gender, sexual 
orientation, gender identity or expression, lifestyle, age, educational background, national origin, religion or 

physical ability. Each office location worldwide, is free to respond to local needs to create a culturally sensitive 

workplace for everyone.  In doing so, we want every employee to feel our commitment to showing respect for all 
and encouraging open collaboration and communication. 

 

Our Benefits 

 

      Flex to Fit 

We recognise that for individuals, the opportunity to work flexibly can enable them to achieve a better work-life 

balance along with a greater sense of responsibility, ownership and control of their working life.  During the 
pandemic, all our employees successfully transitioned to remote working and we are open to conversations on 

work patterns to suit our employees needs such as change to working times; part time working; term time 

working; 9-day fortnight. We are proud to be a flexible employer enabling effective hybrid working for our 
employees.  
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How to apply 

Please submit a CV, and a short cover letter (maximum 500 words - including salary expectation, and current 
remuneration) explaining why you feel you would be suited to this role to join.us@idoxgroup.com  

Please note successful applicants will need to satisfy the BPSS guidelines (Baseline Personnel Security Standards) 

which consist of the receipt of satisfactory references covering the last 3 years of employment; an identity check; 
verification of eligibility to work in the UK; and a Basic Disclosure Check. This is in order to help us make safer 
recruitment decisions. 
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Privacy notice 

As part of the recruitment process, we will collect data about you in a variety of ways including the 
information you would normally include in a CV or a job application cover letter, or notes made by our 
recruiting officers during a recruitment interview.  

Please read our Recruitment Data Privacy Policy here: https://www.idoxgroup.com/policies 

 
 
 
 
 

 

 
 


