
 

The role  

 

Gridworks is a development and investment platform principally targeting equity 

investments in transmission, distribution and off-grid electricity across Africa. It is the first 

organisation of its kind in the market and is conducting pioneering work that is shaping the 

future of the power sector, predominantly in Africa. 

Gridworks is recruiting a Team Assistant to provide support across the office.  Working 

alongside another Team Assistant, the successful candidate will be focused upon supporting 

Gridworks’ staff who travel extensively across Africa.  A large part of the role will be booking 

travel, managing itineraries, organising ground travel, visas etc associated with these trips.  

 

In addition, the Team Assistant will be providing support across the office and the team of 20 

staff.  The day-to-day routine will be varied and interesting. 

 

Responsibilities 

 

• Travel and diary management  

• Scheduling complex and regular travel itineraries including to remote regions of Africa 

and other developing countries   

• Preparing detailed itineraries  

• Processing expense reports for the whole team 

• Scheduling meetings with internal/external clients 

• Processing incoming and outgoing mail/deliveries 

• Making arrangements for the catering of lunches/other events on request 

• Word processing, file labeling, scanning documents, creating/editing spreadsheets and 

presentations on request 

• Ad hoc administrative support to the whole team as and when required 

• Assisting with the onboarding of new starters   

• Greeting visitors; answering and directing incoming calls  

• Coordinating business functions and events  

• Support with communications and marketing activities 

• Assisting with IT support and management of the third party IT provider 

• Other tasks as required  

 

Person requirements 

 

The successful candidate will be be joining a dynamic and collegiate team with a flat structure.  

Management encourages early responsibility and personal and professional development. 

Ideally you will bring: 

• Degree (or equivalent) educated 

• Highly organised with a strong attention to detail 

• Ability to manage and prioritise multiple tasks 

• Fluent in English, French and one African langauge 

• A self-starter able to work with minimal supervision 

• Experience as a PA / Team Assistant, particularly around booking travel 

• Confident communicator, with strong Microsoft Office skills 


