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Job Description


	About us

	


Onwave are a market leading managed connectivity services provider and Mobile Virtual Network Operator that offer leading-edge services and future-proof network technologies built around our own, fully durable, core network.
Working predominantly within the infrastructure, construction, and engineering sectors both within the UK and overseas, we deliver fast, reliable, resilient, and secure solutions to blue chip customers using a wide array of technologies including Wireless, Fixed Line, Satellite and Mobile.
Onwave also deliver a range of in-house software and data solutions such as our OWL technology. This combination of solutions provides opportunities to gain knowledge and develop skills within a dynamic business that sits at the intersection of networking and technology.
	About the role

	


We are looking for a Business Support Assistant who is curious, organised, and enjoys variety. This role offers the chance to work across different areas of our business, from supporting quality and compliance activities to helping with bid submissions and improving how we work.
You will start with plenty of guidance and support, but we are looking for someone who will grow into the role over time, bringing fresh ideas and taking ownership of projects. If you are someone who enjoys problem-solving, working with different people, and making things run more smoothly, this could be a great fit.
	Your main duties

	


Your work will be varied and will give you exposure to many aspects of how our business operates:
· Supporting our quality, health and safety, and information security systems - helping to keep documentation up to date and making sure processes work well in practice
· Assisting with internal and external audits (do not worry if you have not done this before – you will learn as you go)
· Gathering and organizing data to help the team understand how we're performing and where we can improve
· Supporting bid and tender submissions with research, writing, and coordination
· Working with managers across the business on different projects and initiatives
· Helping to identify opportunities to improve how we do things and implementing positive changes
· Supporting our pursuit of new business certifications and accreditations
	About you

	


We are looking for someone who has:
· A bachelor's degree in any subject (we value the transferable skills you've developed through your studies)
· Strong organisational skills and the ability to manage multiple tasks and priorities
· Excellent communication and interpersonal skills - you'll be working with people across all levels of the business
· Good written English with the ability to produce clear, professional documents
· An analytical mindset and enjoy problem-solving
· Attention to detail and the ability to work accurately
· Curiosity and a willingness to learn about new areas
· The ability to think independently and bring your own ideas to the table
What matters most to us: We are looking for potential rather than prior experience. If you are a proactive person who enjoys variety, likes working with others, and wants to develop your skills in a supportive environment, we would love to hear from you.

Note: Successful candidates will be asked to undergo standard background checks as part of our recruitment process


If this sounds like you, let us know using the details below!
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