
Administrator  
Purpose
The main purpose and scope of this role is to undertake administrative tasks, ensuring the rest 
of the team has adequate support to work efficiently.

The tasks of the Office Administrator will vary, including filing (both electronically and paper 
documents), PO creation and order fulfillment, travel and meeting and conference arrangements, 
and customer service e.g. handling customer enquiries or complaints. 
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Job Specification

Main activities/responsibilities 
The role has a wide-ranging remit that will evolve as our Company grows. Typical tasks will be:
1. Coordination of office activities and operations to ensure efficiency and compliance to company policies
2. Manage arrangements for trade shows and exhibitions (banners, brochures etc.)
3. Manage phone calls and correspondence (e-mail, letters, packages etc.)
4. Act as the interface for customers and suppliers delegating actions to relevant staff members
5. Support Managers with the recruitment process
6. Create and update records and databases with personnel and other data (training records etc.)
7. Track stocks of supplies (stationery and product supplies) and place orders as necessary, creation of kits 

of parts.
8. Shipping of Goods, generating necessary paperwork, collections etc
9. Deal with building maintenance items
10. Liaison with Harwell campus facilities
11. Assist colleagues whenever necessary

Acountability
Reports to Production Programme Manager.
Works closely with other members of the Management Team.

Skills and qualifications required 
1. Attention to detail highly important
2. Adaptable and flexible, as a start-up each day will be different but exciting.
3. Excellent team player with good stakeholder management.
4. Proven experience (circa 5 years) as an office administrator, office assistant or relevant role
5. Outstanding communication and interpersonal abilities
6. Excellent organisational skills
7. Familiarity with office management procedures and basic accounting principles
8. Excellent knowledge of MS Office and office management software (ERP etc.)
9. Qualifications in secretarial studies is an advantage
10. Appropriate qualification education level in business/finance desirable
9. Deal with building maintenance items
10. Liaison with Harwell campus facilities



Person profile
• Can Do attitude
• Curious mind-set striving for continuous learning
• Innovation minded, will challenge the status quo
• Modern outlook on business
• Flexible
• Excellent Communication and inter-personal skill
• Persuasive and genuine for variety of levels from operators through to C-Suite
• Highly competent in presentations skills
• Ability to handle pain and frustrations with a growth organisation but to also celebrate success
• Collaborative – will go and look for work.
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If you tick our boxes and want a rewarding role in a company that is at the leading edge of antenna 
design, then polish off your CV and contact us right away: 

Nick Filler 
Chief Operating Officer 
e nick.filler@helixgeospace.com 
m 01235 877444 w helixgeospace.com

About the role
The office administrator ensures smooth running of our company’s offices and contributes to 
driving sustainable growth.
You will have an innovative and curious mindset and a burning desire to utilise your experience 
to make a difference in a small company. You won’t be afraid to challenge complacency or 
inefficiency.
We’ll bring an exciting environment and the potential to develop your career within a growing 
organisation. You’ll have freedom to make the role your own and influence the direction of the 
Company. We’ll provide flexibility but know it’s a fast-paced role and not for the faint hearted. 

About Helix Geospace
Helix is a UK-based privately funded start-up located at the Harwell Campus near Oxford, noted 
for its cluster of space-tech businesses. The company is developing leading edge solutions for 
accurate, resilient GNSS (Global Navigation Satellite Systems) position, navigation and timing 
applications, as well as for satellite communications. With customers in key market sectors 
including critical infrastructure, defence, automotive and aerospace, Helix has developed 
sophisticated scalable manufacturing processes that enable production ramp-up in-house and 
with global manufacturing partners.


