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Who We Are
Buccleuch Property is a highly respected private property investment and development 
company with a long-established track record for outstanding delivery and market 
beating returns.  As a well-financed, independent, family-owned business, we can 
quickly take advantage of new opportunities and markets and are a trusted partner 
who can invest in, manage or deliver exceptional projects.  

We are committed to a wide range of development opportunities, across sectors 
including industrial/logistics, living/BTR, healthcare and retail warehousing, as we 
actively seek to expand our portfolio.

For more information about us and what we do, visit www.buccleuchproperty.com.  
www.buccleuchproperty.com

http://www.buccleuchproperty.com/


The Role
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ROLE TITLE   Administrative Assistant  CONTRACT Permanent
LOCATION    Edinburgh   HOURS        37.5 per week, Monday to Friday
START DATE ASAP   MANAGER  PA/ Office Manager 

This is a varied and hands on role in a collaborative team, and the Administrative 
Assistant will provide comprehensive administrative support to the Buccleuch Property 
team playing a key role in ensuring the smooth day-to-day running of the office.  The 
role also includes providing reception cover each Friday, and ad hoc support to the 
Receptionist and PA/Office Manager as required.  

Key responsibilities include:

• Providing day to day administrative support, including coordination of meetings, 
travel and accommodation 

• Preparing a wide range of documents and communications to a high standard
• Supporting the smooth running of the Buccleuch Property office and wider team 

activities

You will find more detail about the day-to-day responsibilities in the Role Specifics 
section.



Role Specifics
On a day-to-day basis our Administrative Assistant will:
• Assist with marketing activities, including supporting the creation of 

materials, updating the Buccleuch Property and other project-specific 
websites, updating social media platforms and responding to  engagement. 

• Use MS Office (Word, Excel, PowerPoint and Publisher) to prepare and 
produce papers, reports, agendas, spreadsheets, and presentations, including 
the creation of charts, graphics and other visual aids.  

• Assist with coordinating MS Outlook calendars for the team.  
• Organise meetings, arranging venues, refreshments and any audiovisual 

equipment/technology required. 
• Coordinate and organise travel and accommodation bookings.
• Maintain an effective comprehensive bring forward system, proactively 

monitoring deadlines and flagging actions in advance. 
• Prepare expense forms, mileage claims and reconcile credit card statements.
• Update contact lists.
• Attend, minute, type up and circulate meeting minutes.
• Deal with telephone enquiries in an efficient and courteous manner, filtering 

calls to the team.
• Maintain accurate and accessible electronic and paper filing systems, ensuring 

records are stored securely, easy to retrieve, and archived or destroyed in line 
with our retention policy. 

• Ensure shared office areas are maintained in a clean and tidy condition.
• Update the Lobbying Register and the Gift & Hospitality Register as required.
• Ensure compliance with GDPR guidelines and assist team members with all 

associated administrative tasks.

• Input accurate information to our Lotus property management 
database. 

• Support with checking and replenishing stationery for the office.
• Support the PA/Office Manager with health and safety requirements by 

reporting accidents; carrying out alarm, extinguisher, heating, lighting 
and first aid box checks; updating health and safety procedures and 
related administration; and attending mandatory training courses.

• Ensure that phones and reception are covered each Friday, and provide 
additional support to the Receptionist on an ad hoc basis to maintain 
high standards of service.

• Provide regular updates to the PA/Office Manager on workload, 
priorities and progress.

• Keep team members informed about the progress of work they have 
assigned to you.

• Assist the PA/Office Manager with organisation of corporate and social 
events as required.

We ask all our colleagues to:
• Be familiar with, and adhere to our company policies, guidance and 

practices 
• Co-operate with colleagues to ensure that Buccleuch is a safe place to 

work and visit, reporting any concerns to a relevant manager or a 
member of the safety team 

• Undertake other duties as may be required from time-to-time and are 
consistent with the overall responsibilities of the role. 



Salary & Benefits
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• £26,000 - £28,000 (dependent on skills and experience)
• Employer pension contributions of 5.5% (subject to you contributing 3.5%)
• 30 days of annual leave (inclusive of public and statutory holidays) 
• Life assurance of 2.5 times salary    
• Private health

Holidays increase by one day for each five years’ continuous employment (up to a 
maximum of 5 additional days).  

We also offer the opportunity to join a holiday purchase scheme (after one year’s 
employment), discounted gym membership and shopping vouchers, pension and 
cycle to work salary exchange schemes, and provide a range of benefits and 
resources to support colleague wellbeing at work, including a biennial health check 
once qualifying age and continuous service criteria are met.
     

      



Inspiring places, 
welcoming people

Property is a people business. From our colleagues, partners and suppliers, to our customers and 
occupiers, right through to everyone in the communities within which we operate – people are at 
the heart of every part of our business. Our team is highly motivated with a breadth of 
experience and a company culture that encourages opportunity, growth and collaboration.



The Person
We want to hear from candidates who have the skills listed below and who can demonstrate 
the personal traits and behaviours that are key to success in this role.

ESSENTIAL SKILLS
• Able to effectively and efficiently prioritise a busy and varied workload
• Excellent attention to detail to maintain accuracy and high standards of work
• Strong working knowledge of Microsoft Office, and confident using databases and digital 

tools, with a willingness to embrace new technology

PERSONAL TRAITS AND BEHAVIOUR
• Friendly and approachable with a customer focused approach
• A confident and professional communicator who can instil confidence in stakeholders
• Able to handle sensitive information with discretion
• Calm under pressure and able to work well in a fast-paced environment

EXPERIENCE
• Experience in a similar administrative role (or demonstratable transferable skills) 
• Experience in a busy office environment (commercial property experience is desirable, but 

not essential)



Working For Us
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• We treat each other with respect

• We do our best for customers

• We care about our community

• We actively manage our impact on the environment

If you join us, you can expect to be busy and challenged, but you’ll never find it 

dull. Colleagues are encouraged to use their initiative, and many have had the 

opportunity to develop their roles. We’re particularly committed to safety and 

wellbeing, and our colleague surveys show that we think this is a great place to 

work!

      

      

“It is a fantastic company to work 
for, and people work as a team.”

“There are good benefits, and it is a 
supportive working environment.”

“The company really prioritises 
colleague wellbeing and safety.”



Applying for the Role
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Sound interesting?  If you haven’t already applied and think you have the right 
skills, attitude and experience to join our team, we want to hear from you!  
Simply email your CV and a covering letter to our recruitment team at 
recruitment@buccleuch.com. 

We strive to be an inclusive employer, so if it would be helpful to offer any 
adjustments during the recruitment process, or provide information in a 
different format, please let us know, and we will do our best to accommodate.
      
      

mailto:recruitment@buccleuch.com
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