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Would you like the opportunity to work within a growing, dynamic, wealth management firm?  We are 

seeking a candidate to join MASECO Private Wealth as a Receptionist & Office Administrator to support 

our clients and the team. You will report to the Chief Operating Officer on a day-to-day basis. 

 

The duties of the post are varied and wide-ranging, including; Reception duties, office administration 

and PA tasks.  We require someone who is presentable with a flexible approach, good interpersonal and 

communication skills, courteous telephone manner, and excellent attention to detail.  The post-holder 

will have set tasks to carry out at certain points of the day and will need to be reactive and organised to 

carry out ad hoc requests.  At times the role will be very busy and the post-holder will also need to take 

initiative on some tasks and carry them out without being asked, and with minimal supervision.  

 

The ability to interact with staff (at all levels) in a fast-paced environment, sometimes under pressure 

while remaining calm and flexible, proactive, resourceful and efficient with a high level of professionalism 

and confidentiality is crucial to this role.   

 

About MASECO Private Wealth 

 
MASECO Private Wealth was founded in 2008 in the wake of the non-domicile tax rules being introduced 

in the UK.  The Partners had previously developed the US/UK private client desk within a large Private 

Bank in London.  They realised that as a result of these legislative changes, a different approach would 

be required to service the needs of US citizens living in the UK.  The alternative structure needed to 

remain not only tax-efficient and cost effective for American individuals living in the UK but would also 

need to be built upon global best practices.  Just over 13 years later, MASECO oversees over $2.4 billion 

in assets. 

 
What we do 

 

MASECO develops and implements global, tax-efficient wealth strategies for families, trusts and 

foundations based in the UK, USA and internationally.  Our aim is to deliver expert advice, designed to 

simplify and tackle the complexities associated with cross-border wealth management.  We deliver 

comprehensive wealth management and investment advice to clients based on trust and open 

communication.  Our mission is to guide families with cross-border economic interests to a meaningful 

financial future.  MASECO’s Wealth Management equation provides a framework for the delivery of a 

systematic wealth management offering: 

Wealth Management = Investment Management + Wealth Planning + Relationship Management 
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Our Values 

 
MASECO has a core set of values that form the foundation of everything we do.  This translates into 

behaviour that is consistently applied and communicated both internally among our employees and 

externally among our clients.  We strive to provide a Phenomenal Client Experience and seek to work 

with individuals and intermediaries who understand and appreciate our DNA.  We believe that as an 

organisation we have multiple responsibilities – to our clients, our employees, our suppliers and to the 

world around us.  MASECO strives to ensure that decisions are made with these responsibilities in mind.  

 

MASECO is proud to be the UK’s first financial services B Corporation member.  B Corp is an alternative 

vision of the role of business in society.  It is an assertion that businesses can benefit shareholders whilst 

also solving social and environmental problems.  We want to influence the way investing and charitable 

giving are viewed in both the financial and wider communities, and to promote the standards of 

accountability that being a B Corp member represents.  www.bcorporation.net 

 

Specific duties and responsibilities include: 

 

• Answering the phone within three rings, screening calls and taking detailed messages. 

• Ensuring the office environment adheres to all relevant Covid-19 guidance, including liaising 
with external cleaners to arrange regular deep cleans. 

• When in the office, meeting and greeting clients and visitors to the firm in a warm, courteous 
and professional manner.  Creating a welcoming environment for our guests, ensuring all 
client facing areas including, the office, the reception area and meeting rooms are 
presentable, Covid-secure and free of clutter at all times. 

• Managing the meeting room booking system, including requests, resolving clashes, monitoring 
pre-meeting preparation and post-meeting clear down. 

• Manage incoming and outgoing post, ensuring that the outgoing post is properly franked and 
ready for evening collection. Arrange couriers both nationally and internationally as required 
and maintain the requisite log.  

• General housekeeping of the office. Ensure that the office area is well organised and free of 
clutter.  Ensure that both floors of the office have sufficient stationery supplies and that the 
kitchens are well stocked.  

• Responsible for the maintenance of all office functions, including but not limited to the office 
supplies, consumables, post and courier services and third-party supplies. 

• Primary point of contact for our external suppliers, cleaners and building management. 

• Minute-taking at fortnightly Operations Committee and monthly Risk Committee meetings, 
followed by prompt circulation of accurate minutes. 

• Assisting the wider management team, including scheduling meetings, helping with travel 
arrangements, purchasing gifts for clients, filing and data entry. 

• Working closely with the Chief Operating Officer as required on office projects.  

• Responsible for expense submission for senior members of staff within the firm.  
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• Assist with new joiner set-up, liaising with the HR, Compliance and IT departments.  

 
Skills and specifications for the role:  

 
• Previous experience in a similar client-facing administrative position is essential, including 

minute-taking. 

• Well–presented, courteous and able to act as an ambassador of the company. 

• Communicates and acts in a professional manner at all times. 

• Excellent interpersonal and communication skills including a good telephone manner. 

• Tactful, trustworthy, diplomatic. Must always maintain confidentiality. 

• Pro-active, resourceful and a problem-solver. 

• Detail orientated with an accurate/methodical approach to work. 

• Reliable, flexible and positive, hardworking and conscientious. 

• Team player with experience of working in a team environment, able to identify and help 
others when required. 

• Ability to stay calm under pressure. 

 

Education and qualification requirements: 

 
• Minimum A-Level (or equivalent) educated with excellent English and Maths skills.  

• Basic typing skills.  

• Good knowledge of Microsoft Office Outlook. A good knowledge of the other Microsoft Office 
suite programmes is not essential but desirable. 

• Previous experience in a similar client facing position. 

 
The closing date for applications is open ended. Please submit your CV with a covering letter to 
hr@masecopw.com. 
 
 
Data Protection Notice 

 

MASECO LLP is dedicated to protecting the confidentiality and privacy of personal data entrusted to 

us. We comply with all relevant data protection laws, including the EU General Data Protection 

Regulation (GDPR). Please read the notice below in conjunction with the firm’s Data Protection Policy 

which can be found on our website. 

 
Legitimate Interest 

 

In providing us with your CV you agree that we will use the personal data within that document for the 

purposes of assessing your suitability as a candidate for the specified role and, accordingly, we have a 

legitimate interest in such data. The personal data we use includes: 

mailto:hr@masecopw.com
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• Your name and personal details (including contact information, such as your primary and 
other residential 

• address; your email address; your personal mobile telephone number or landline; your unique 
tax identifier 

• (such as your National Insurance number); your driving licence and/or passport details; 

• Your date of birth and/or age; 

• Financial details, such as your current salary; 

• Education and employment details. 

 
Consent 

 
By providing us with: 

• your personal data, you consent to our using that personal data to perform checks with credit 

reference or fraud prevention agencies which may include obtaining information on you from 

other sources, such as the electoral roll, court records of debt judgments and bankruptcies and 

other publicly available sources as well as information obtained through social and other media, 

such as LinkedIn; and 

• any sensitive personal data (such as your racial or ethnic origin or data concerning your physical 

or mental health or gender orientation), you are agreeing to our processing of that data for the 

purposes of assessing your suitability as a candidate for the specified role. 

 
Retention 

 
If you are not successful as a candidate for the particular role for which you apply, we will typically retain 

your personal data and other information you have provided to us or we have obtained about you in the 

course of the job application process for a period of up to 12 months from the date on which the job 

vacancy has been filled. If you would prefer that we remove your information from our records prior to 

this date, please contact us, however, we will continue to hold any information which we are required to 

retain under applicable laws and regulations. Should we wish to hold information about you, including 

personal data, for a longer period of time, we will seek your consent. 

 


