
  
  

  

 

Job Description: Project Support Administrator 

Location:  

Flexible, but ideally will work in our Bristol office at least one day a week (post-pandemic)  

Hours of work:  

Full time, 40 hours per week, Monday to Friday, between hours of 09:00 - 18:00 

Start date:  

As soon as possible 

About the company:  

Eunomia Research & Consulting is an independent and ethical environmental consultancy. 
We are a mission-oriented business and our goal is to be influential in bringing about 
positive change: we embrace this in all that we do.  

We specialise in the fields of waste management, resource efficiency, circular economy, low 
carbon energy, marine planning, natural economy and climate change mitigation. Eunomia 
currently has over 100 employees worldwide, working across a range of offices throughout 
the UK and Europe, New York and Auckland. 

Our ability to think creatively in a commercial context alongside our reputation for being at 
the leading edge of emerging environmental policy and good practice, allows us to 
effectively and efficiently focus our client support and advisory services. 

Our desire to lead by example, and our enthusiastic and supportive team, makes Eunomia a 
stimulating and rewarding place to work.  

Description or roles:  

Working within the Operations team, the candidate will provide administrative support to 
our project managers across the business, as well as supporting our operational 
management team to ensure that our projects run to time, budget and deliver the required 
quality of output to our clients.  

Key activities:  

• Data entry in our project management system on behalf of project managers. 

• Monitoring compliance with our systems.  

• Booking meetings, taking minutes and managing actions for Operational 
management meetings. 

• Managing the client feedback process. 

• Supporting the maintenance on our in-house technical data. Scheduling and 
running downloads of data and subscriptions. 

• Supporting our internal environmental team in delivering in-house monitoring 
and related projects. 

• Delivering content for our internal project management communications. 
 



Reports to: Project Management Support/Head of Operations 

Person specification:  

To succeed within this role, you will need to be highly organised, excel in multi-tasking and 
be able to work under high pressure. You will be a detail-orientated person, able to exercise 
extreme attention to detail with a can-do attitude and a willingness to get stuck into any 
task that supports the growth of the business and your colleagues around you. As such, you 
will need to be a self-confident and outgoing individual with strong communication skills, 
who is able to build rapport quickly.  

You will need at least one year’s employment in an administrative role, have intermediate 
to high level computer literacy skills and Microsoft office knowledge and the ability to learn 
the basics of what we do rapidly. 

In addition to the above, experience of working in project administration and/or being part 
of a project support office and an interest in environmental issues are both desirable but 
not essential. 
 

Remuneration 

Up to £24,000, depending on qualifications and experience. 
 

Benefits 

• 24 days holiday per year (plus Bank Holidays) rising by 1 day for each year to a 
maximum of 30 days per year. 

• Death in Service scheme;  

• Private Healthcare;  

• EAP; 

• Group Pension; and  

• Income Protection Scheme (after completion of probationary period). 

 

Application information  

In order to be considered all applications should be submitted electronically to 
jobs@eunomia.co.uk by 12 noon, Thursday 4th March 2021 and must include the following: 

1) A formal covering letter (maximum 2 pages of A4), addressed to Debbie Fletcher 
summarising;  

• the reasons for applying for the post  

• your suitability 

• why you would like to work for Eunomia 

• your notice period you are required to work out (if relevant)  

• details of your eligibility to work in the UK 

• your earliest possible start date 

• please also note if you have previously applied for a position at Eunomia and if 
so, for what post 

2) A completed Eunomia application form.  
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Hardcopy applications will not be considered. If you do have any queries please submit 
these by email or phone to: jobs@eunomia.co.uk | 0117 917 2250 

The Company reserves the right not to appoint anyone if no suitable candidates come 
forward. Eunomia Research & Consulting is committed to Equal Opportunities and is a Living 
Wage employer. 

Company no. 4150627 

Eunomia Research & Consulting is committed to protecting data and respecting the privacy 
of persons it deals with.  In so doing, we comply with the requirements of the General Data 
Protection Regulations (GDPR) 2018.  We confirm that in the event you apply for a role 
within Eunomia, your details will be securely held by the company in line with the 
company’s Privacy Policy which is available on Eunomia’s website. We encourage you to 
read this policy in order that you understand our legitimate reasons for processing your 
data, as well as your rights with regard to submitting your personal information to us with 
regard to recruitment. 
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