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AmTrust International – Role Profile/Job Description 


	1
	Job Title
	
Executive Assistant, AMSL


	2
	Function & Business Unit  
	AmTrust Management Services Limited (AMSL)

	3
	Location 
	London

	4
	Hiring Entity
	AmTrust International

	5
	Insurance Distribution Directive (IDD) Continuing Professional Development (CPD) Requirements
	IDD CPD – not in scope

	6

	Committee Roles

	Chair

· None

Member

None

	7
	Direct & Indirect 
Reporting Line
	Direct Line Manager
Senior Executive Assistant 

Indirect (dotted) Line Manager


	8
	Direct & Indirect Reports 
	Direct Reports

None

Indirect (dotted) Reports

None

	9
	Key Stakeholders
	
CFO, General Counsel, Head of IT 
AMSL Employees

	10.
	Applicable Conduct Rules
	Individual Conduct Rules
1. You must act with integrity.
2. You must act with due skill, care and diligence.
3. You must be open and cooperative with the FCA, the PRA and other regulators.
4. You must pay due regard to the interests of customers and treat them fairly.
5. You must observe proper standards of market conduct.
6. You must act to deliver good outcomes for retail customers

	8.
	
Date Reviewed & Agreed by Line Manager & Post holder 

	Reviewed on 11.2025 










Position Overview

Provision of administration support to the CFO, General Counsel and Head of IT AMSL at a high level of accuracy and organisational ability.  

Essential Job Functions

· Diary management of the CFO, General Counsel and Head of IT ensuring that the daily, weekly, monthly and longer-term calendar activity is reviewed and managed on a daily and ongoing basis.

· Ensuring that reports and presentations are compiled for submission for the AMSL entity by coordinating with the Executive Management Team that the necessary documents are produced and submitted in a timely manager and ensuring each report in the required format.

· Manage business correspondence of a confidential and sensitive nature to ensure the recording and issuance of responses of all such communications are in a timely and discrete manner and within required deadlines.

· Organisation of internal and external meetings or conferences including the issuing of invites, preparing agendas, documenting, and distributing minutes/actions.  Maintain action plans, follow up on completion deadlines and actions.

· Take minutes at meetings and ensure that all information is recorded efficiently and accurately.

· Planning and coordination of extensive travel plans, including flights, visa, accommodation and itinerary logistics.

· Coordinate itineraries for visiting executives, including catering and transportation requirements.

· Develop efficient and effective management information systems and procedures that allow swift and easy access to key documents and files.

· Demonstrate flexibility in undertaking additional tasks that can arise or are assigned to this role.





Qualifications, Experience, Competence
Qualifications

· Minimum tertiary level education required, with additional high education desirable.

Experience 
· Extensive experience providing support to Executive level.
· Experience delivering excellent customer service with a flexible approach.

Functional/Technical Competencies 

	· First class organisational skills - able to manage multiple tasks and priorities, meeting deadlines and managing expectations as appropriate. 
· Excellent attention to detail.  Able to ensure accuracy in all activities, leveraging appropriate checks and audit processes as required.  
· Have strong communication skills, and be able to professionally interact with employees at all levels, both verbally and in writing. 
· Strong customer focus.  Able to understand and meet all stakeholder needs. 
· Team player, with excellent interpersonal skills and the ability to build strong collaborative relationships at all levels, and with a wider team based internationally.
· Flexible and can-do attitude, not daunted by new tasks and availability outside of standard working hours to resolve any critical issues that may arise.  
· Self-starter who is able to take initiative and work independently, identifying what needs to be done at work and completing tasks without needing a lot of guidance or instruction.
· Familiarity with ServiceNow (or other ticketing software,) Oracle (or other financial software,) Microsoft Outlook, Word and Excel.
· Strong numerical skills with the ability to read financial information related to invoicing and supplier quotes, as well as input data in financial reports.  
· Results orientated. Able to drive tasks through to conclusion ensuring the appropriate buy-in/involvement of all required parties, escalating as required.  

Core AmTrust Behavioural & Professional Competencies (Employees) 

Results Driven: Displays energy, determination and a sense of urgency to get the job done; understands the importance of meeting deadlines to achieve objectives; takes responsibility for organising own workload to ensure goals are met; identifies barriers or issues that might impact adversely on getting the job done and is proactive and innovative in resolving problems and finding solutions; strives for excellence.

Adaptable & Open to Change: Demonstrates a willingness to adapt and change according to circumstances; is able to comfortably handle ambiguity and changes in priorities; identifies the requirement to demonstrate flexibility for the wider benefit of the department and the business; supports change and the drive to continuously improve.

Relationship Management & & Customer Focus: Builds and maintains strong internal and external customer and other relationships as relevant to role; is able to effectively understand and support customer needs while balancing business needs; takes responsibility for meeting agreed service levels and other commitments.; strives to deliver excellence and innovates to deliver solutions; ensures that everything that they do complies with all Treating Customers Fairly (TCF) principles.

Risk Management: Is able to understand and identify common types of business risks for their functional or business area; actively supports the maintenance of an effective control environment; takes timely remedial action as may be required to prevent or minimise loss; proactively escalates risks to the appropriate party; supports continuous improvement in the management of risk.

	Collaboration: Demonstrates respect and integrity in all collaboration with others; works with rather than competes with others in the business to achieve company goals; builds trust through open communication; adapts style and messaging appropriately; seeks out and listens to the opinions of others; supports team building and an inclusive culture that values diversity.

Continuing Professional Development: Proactively keeps up to date with regulatory and professional changes; maintains the required knowledge and skills to perform in post and undertakes all required / mandatory training; ensures that annual learning and development plans and Continuing Professional Development (CPD) obligations are achieved.

AmTrust Values: Able to demonstrate and role model AmTrust’s values: Excellence, Innovation, Integrity, Responsibility, Inclusion and Teamwork.
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