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WE’RE LOOKING FOR A PROJECT EXECUTIVE

As our Contact Centre Project Executive, you will support the successful delivery of key Contact Centre initiatives and operational projects across the UK & Ireland. Working closely with internal stakeholders, external partners and Contact Centre teams, you will provide project coordination, reporting and administrative support to ensure activities are delivered efficiently and on schedule. This role is ideal for a highly organised individual who enjoys managing multiple priorities, building strong relationships and contributing to the successful execution of business initiatives.

TO MAKE A REAL DIFFERENCE IN THESE AREAS

PROJECT COORDINATION & DELIVERY
Support the planning, coordination and execution of Contact Centre projects and initiatives.
Track project milestones, actions, risks and dependencies to ensure timely delivery.
Assist with the development and maintenance of project documentation, plans and status updates.
Coordinate project activities across multiple workstreams and stakeholders.

REPORTING & ANALYSIS
Collate, maintain and analyse project and operational data from a variety of sources.
Produce regular reports, dashboards and presentations to support project governance and decision-making.
Ensure data accuracy and provide insights to support continuous improvement initiatives.

STAKEHOLDER MANAGEMENT
Build and maintain strong working relationships with internal teams, Contact Centre partners and external suppliers.
Act as a key point of contact for project-related activities, ensuring clear and consistent communication.
Support stakeholder engagement activities and help drive alignment across projects.

ADMINISTRATION SUPPORT
Organise project meetings and workshops.
Prepare meeting agendas, capture minutes and track actions through to completion.
Maintain project documentation and ensure records are kept up to date and accessible.

EVENT & SITE SUPPORT
Take ownership of specific workstreams within small-scale events, meetings or engagement activities.
Coordinate logistics, communications and stakeholder requirements to ensure successful delivery.
Conduct ad hoc visits to Contact Centre sites to support project implementation, gather feedback and strengthen stakeholder relationships.



OUR IDEAL PERSON & 
THE ESSENTIALS WE’RE AFTER

· Willing to embrace, live and embed our ETHIC values: Excellence, Together, Heart, Integrity & Curious.
· Strong organisational and project coordination skills.
· Excellent attention to detail and ability to manage multiple priorities.
· Strong analytical skills with experience of data collation and reporting.
· Confident communicator with strong stakeholder management capabilities.
· Proficient in Microsoft Office, particularly Excel and PowerPoint.
· Experience supporting projects, events or operational initiatives.
· Ability to work independently while collaborating effectively across teams.
· Flexible to travel across the UK & Ireland when required.
· Able to commit to 3 office or offsite days per week.OUR ETHIC VALUES ARE AT THE CORE OF EVERYTHING WE DO, THE WAY WE THINK. THE APPROACH WE TAKE. THESE FIVE VALUES ARE QUALITIES WE LOOK FOR IN EVERY SINGLE MEMBER OF THE TEAM.
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