
 

 

 

Technology at Brit 

Brit has a leadership position at Lloyd’s, the most well-known insurance market in the world.  

Leadership and Innovation are at the heart of Brit’s passion for “writing the future.”  And that 

means at brit, we write the risks so our customers can face the future fearlessly. 

Our goal is to attract and retain the best talent in the market and empower those individuals to 

innovate, and champion the strategic objectives within the business.  Our technology and data 

teams have led some of the most noteworthy developments in the London market: 

➢ Ki, the markets first fully digital and algorithmically driven Lloyd's of London syndicate 

offering instant capacity, accessible anywhere, at any time, powered by Google cloud. 

➢ Brit Direct Pay, a customer-focused claims Fintech solution that allows Brit’s to make 

claims payments instantly, direct to card, a solution that no other Lloyd’s insurer offers. 

➢ And most recently, the creation of a proprietary machine learning algorithm designed to 

accelerate the identification of post catastrophe property damage, based on the use of 

ultra-high-resolution imagery, allows Brit to accelerate service to its customers when 

they need it most. 

Purpose of the Job 

To provide effective, professional and efficient PA support to the CTO, coordinating day-to-day 

activity, ensuring the CTO is prepped for the day/week and in sync with key activities at Brit.  

Stay “one step ahead” of CTO anticipated support, providing information and reports in a 

timely manner and taking a pro-active approach towards work.   

 

Principal Accountabilities 

To be primarily responsible for:- 
 
Diary Organisation: 

• Managing the CTO’s diary; ensuring correct time allocations are scheduled accordingly 
whilst being commercially aware of priority meetings which take precedence. 

• Co-ordinating the CTO’s business and private diaries to ensure there are no clashes and 
if there are, to re-arrange and prioritise appointments accordingly. 

• Greeting and liaising with internal and external clients and service providers. 
 

Communication: 

• Preparing and issuing meeting notes, minutes and reports and other correspondence 
on behalf of the CTO within required timescales. 

• Undertaking effective communication with the CTO to ensure work is presented to the 
standard required. 
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• Working closely with other PA’s in the wider department to leverage from one 
another.  
 

Secretarial/Administration: 

• The collation, compilation and distribution of reports and selected management or 
information packs in preparation for meetings. 

• Maintaining accurate and up to date electronic/paper based filing systems. 

• Managing the itinerary of the CTO when travelling. 

• Preparing presentations for both internal and external use to the standard required. 

• Assisting with cover for other Senior/Executive management team members as and 
when required. 
 

Event Organisation: 

• Co-ordinating, with the relevant internal and external teams, the corporate events 
including the organisation of accommodation, transportation and meals. 

• Ensuring availability of the key individuals through co-ordination of internal and 
external individual diaries. 

• Ensuring invitations are organised and sent out in a timely manner and that the CTO is 
made aware of attendees and non attendees. 

• Preparing relevant information for the event such as schedules, agendas and attendee 
summaries. 

 
 Management Information: 

• Sourcing Management Information from other Departments/external resources as 
directed by the CTO.  

 

Regulatory Conduct Rules 

1. Act with integrity. 

2. Act with due skill, care and diligence. 

3. Be open and co-operative with Lloyd’s, the FCA, the PRA, and other regulators. 

4. Pay due regard to the interests of customers and treat them fairly.  

5. Observe proper standards of market conduct.  

 

Education, Qualifications, Knowledge, Skills and Experience 

• A good overall standard of education. 

• Have a relevant, professional secretarial qualification. 

• Shorthand and copy typing is desirable. 

• Advanced level of Microsoft Office skills (Word, Excel, Power Point and Outlook). 

• Extensive experience of working as a PA to a Senior Manager. 

• Previous experience within an insurance company or syndicate is desirable. 

• Excellent written and oral communication skills, with the ability to communicate at all 
levels.  

• Able to work on own initiative.  

• Able to manage own time and others, and be prepared to work flexibly. 

• Highly organised, with effective time management and prioritisation skills. 

• Confident and assertive; balanced with a friendly pro-active approach. 



 

 

• Good persuasion and negotiation skills. 

 

As a term of your employment, you may be required to undertake such other duties as may 

reasonably be required of you in the post and department mentioned above. 

 


