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                   GOODWOOD


The Role

The Executive Personal Assistant will be part of the Executive Office team and will report to the Executive Director. This role will support the Executive Director in their role at Goodwood and at Never Lift Venture Capital (VC).
About us

At Goodwood, we celebrate our 300-year history as a quintessentially English Estate, in modern and authentic ways delivering extraordinary and engaging experiences.  Our setting, 12,000 acres of West Sussex countryside and our story both play significant roles in Goodwood’s success.  What really sets us apart is our people.  It is their passion, enthusiasm and belief in the many things we do that makes us the unique, luxury brand we are.

Never Lift is an early-stage venture fund based on New York. It invests in logistics, mobility and infrastructure. 

Passionate People

It takes a certain sort of person to flourish in such a fast-paced, multi-dimensional environment like Goodwood.  We look for talented, self-motivated and enthusiastic individuals who will be able to share our passion for providing the “world’s leading luxury experience.”

Our Values

The Real Thing	       Derring-Do 	  Obsession for Perfection    Sheer Love of Life

	[bookmark: _Hlk83989801]Always inspired by Goodwood’s heritage
	Daring to surprise and delight
	Striving to do things even better
	Sharing our infectious enthusiasm



Purpose of the role

To support and be the right-hand of one of our Executive Directors. You will be both strategic and operational, and will have responsibility for managing and prioritising both their UK and international activities and communication on a day-to-day basis. 
You will manage the administration and organisational requirements of an early-stage venture capital fund as well as supporting with events and projects, including at The Goodwood Estate. 




Key responsibilities

General 
· Day to day management of the Executive Director’s calendar and correspondence 
· Maintenance and expansion of the CRM database to ensure it’s being utilised to its full potential
· Travel and accommodation planning and booking
· Advising the Executive Director of strategic initiatives and priorities 
· Leading projects to ensure the successful implementation of ideas 
· Relationship management with key stakeholders 
· Transcribing meeting notes and ensuring the execution and management of action items 
· Carry out background research where required and present findings 
· Maintain up-to-date knowledge and understanding of both organisations – their aims and objectives
· Act as an ambassador for the Goodwood and Never Lift VC brand at all times; ensure company values are upheld in relation to both external and internal contacts through appropriate behaviour and performance
· Undertake any other duties as requested in accordance with the scope and responsibilities of the role

Events
· Managing external Never Lift VC events, including but not limited to invites, itineraries and on event support 
· Support the Goodwood Executive Office team with Event planning and execution of Goodwood Events that the Executive Director attends 

Qualities you will possess


· Utmost discretion, confidentiality and trustworthiness 
· Self-starter/ability to work to your own initiative 
· Confident, not afraid to make decisions and stand by them
· Excellent communicator and networker- relationship builder 


· Good negotiation and influencing skills
· Ability to actively listen
· Ability to prioritise and organise
· Emotional intelligence
· Culturally sensitive 





What do you need to be successful? 

· Previous experience in a similar role 
· Entrepreneurial spirit, self-disciplined and proactive nature
· Exceptional organisation and administrative skills 
· Excellent communication skills
· Flexibility:
· Exceptional interpersonal skills in order to successfully work alongside diverse clients with the ability to foster positive relationships and effective collaborations 
· Ability to adapt to changing needs/demands quickly or at short notice 
· Working hours and location (if required). Weekend and evening work will be required due to the nature of the role. 
· Some travel may also be required
· An understanding of financial terms and venture capital would be advantageous;
· Along with the ability to organise, host, and manage events and relationships with key business leaders
· Previous experience in using Notion software and building CRM systems would also be desirable
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