
 
Team Assistant (part-time, 20 hours per week) 
 
At a glance 
 

 Part-time (20 hours per week, flexible hours, potential full-time role in 6-12 months) 
 The office is in Bethnal Green, London, but you can work from anywhere most of the week 
 £25-30K prorated – so £12,500 - 15,000 PA based on what you bring to the team 

 
 
A bit about us 
 
Solvd Together | Human-centred L&D   
   
We want to make the world a happier place. And a great way to do that is to help people be happier at 
work.  So, as problem solvers specialising in learning and development, we create products and 
services built wholly on human-centred design principles. By applying this lens at every turn, we 
deliver relevant, lasting support and change to people, businesses, and those whose lives we touch.    
   
We’re fiercely independent, an award-winning, diverse, boutique consultancy. We’re steered by 
empathy, mutual respect, and commitment. That’s clear to see in the projects we choose to work on 
and the people we choose to work with.    
   
Together, we solve problems – and make the world a happier place.    
 

Our Values 
Make things 

better 
Say “no” to the 
wrong things 

Respect and 
utilise diversity 

Make work like 
play 

Speak up 

Each project we 
work on is an 
opportunity to 

make the world a 
better place 

We value 
everybody’s time 
and energy. If we 

aren’t sure we 
can make a 

lasting impact, 
we say “no”. 

We consciously 
include diverse 

people and 
viewpoints to 
improve the 

relevance and 
quality of our 

solutions. 

We see the best 
results when our 
team and clients 

have fun, feel 
confident, and 

are open to trying 
new things. 

We value open, 
honest 

communication. 
We respectfully 
call out what is 
wrong because 

we think it’s 
helpful to your 

success. 
 
Check out some of the cool solutions we’ve delivered. 
 
What we need 
 
We’re on the lookout for an experienced Team Assistant. Someone social with relevant experience 
who wants to make a real difference in a team that leads the learning industry in making the world 
happier.  
 
We’re hiring because we’re growing. Since launching in 2019, we’ve grown from 2 founders to 10 
colleagues and associates – but we need more. Working with the likes of Deloitte, Legal & General, 
Novo Nordisk, Beko, HSBC, Sainsbury’s, and more (based throughout Europe and the US), we’re 
ramping up the recruitment to ensure we can service our clients old and new, continuing to deliver 
excellent solutions. 
 
As you can imagine, the kinds of projects we work on (both for our clients and internally) vary hugely. 
But one thing that doesn’t change is that we all pull together and deliver world-class solutions. For the 
Team Assistant, this means supporting the broader team with practical tasks and helping the Solvd 
partners support the team and manage some of the office administration and HR tasks. 
 
So, if you like to work as a core part of a creative team, are proactive and take responsibility for your 
tasks, and want to be part of a super social team. Solvd Together could be the place for you!  



 
What you’ll need to bring 
 
To thrive as our Team Assistant, you’ll need to: 

 Think independently and creatively, as well as being tech-savvy and an awesome, confident 
communicator (online and in-person) with colleagues and clients alike 

 Enjoy being a collaborative team player, with the ability to work autonomously as well as 
switch between different tasks and projects as priorities shift 

 Be organised! We are a start-up, so you’ll need to juggle a few bits at once 
 Oversee and support administrative duties and ensure that office is operating smoothly 
 Provide other support, including proofreading, doing research, and creating reports 
 Organise monthly and weekly team events, be the social hub for the team 
 Assist with Induction and onboarding journey admin for new team members 
 Manage office supplies and sundries, water the plans and arrange cleaning etc 
 Arrange gifts and cards for team members and clients 
 Develop office policies and procedures, and ensure they are implemented appropriately 
 Help manage the company’s LinkedIn profile, posting content and manage conversations 

Qualifications for Team Assistant 

 Qualification and 1-3 years of relevant experience in team support and administration tasks  
 Strong organisational and time management skills and ability to prioritise 
 Must be a self-starter and driven, with strong problem-solving skills  
 Excellent communication and interpersonal skills 
 Must be proficient with Microsoft Office, Teams, SharePoint 

 
Most of all, we need you to be a team player. The kind of person who always looks for new ways of 
helping the team, and who completes all tasks to the highest standard.  
 
 
What you’ll get in return 
 
We ask a lot of our Solvd Squad. But we give a lot in return. Join us, and you can expect: 
 

 The most amazing teammates. We have high standards at Solvd, and we’re all at the top of 
our game. We support, learn from, and celebrate each other, all bringing something different 
to the party. 

 Competitive salary/rates of pay. We’re good payers because we believe in rewarding skills 
and hard work. We are not into burnout. We are into fulfilled, balanced lifestyles) 

 28 days of pro-rated holiday per year (including bank hols) 
 9-day fortnights – we work an hour extra across 9 days and then take every other Friday as a 

“Flex Friday” (don’t work if you don’t have to) 
 A “Work from Anywhere” (WFA) policy. Hours are flexible, but we ask that you are available 

for meetings during office hours and attend team days and essential meetings in our office. 
 Retirement planning is important, so we offer pension contributions via our company scheme  
 A team that cares and understands. We genuinely care and check in with a Team Vibe score 

every week to see how we’re all doing (and how we can support each other) 
 Fun at work! We have monthly socials, the Solvd Cup weekly competition (with drinks), and 

fun team activities like games and cocktail making 
 
 
So, ask yourself… 
 

1. Are you passionate about making a positive difference through your work?  
2. Are you keen to become part of a super friendly team? 
3. Are you up to the Solvd Standard? 

 
If you can reply with a resounding “yes” to all 3 of these questions, we can’t wait to hear from you. Get 
in touch via our video recruitment portal – and let’s solve some problems, together.    


