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About Fox Interactive Media, Inc. (FIM) 

A division of News Corporation, Fox Interactive Media (FIM) is a next generation media company committed to meeting the demands of today's digital consumer by bridging the worlds of established and self generated media. The FIM online network is an integrated platform of leading sites - across entertainment, sports, and lifestyle - that enable consumers to connect around shared interests, create and consume media, and live their lives on the web.

One of the key FIM sites is MySpace.
About MySpace 

MySpace, the next generation portal, is looking for dynamic people to join our team. MySpace has revolutionised the way people interact, communicate, and discover pop culture.  Our global community has more than 110 million users worldwide per month, and 26 million in Europe (May 2008 comScore).

People use MySpace to meet friends, find and discover entertainment, listen to new bands/music, blog, plan and find events, play games, and participate in user forums and groups. It enables users to express themselves, put their lives online, and share with others. It gives artists unique tools needed to build fan bases and a captive audience to market to through networking. MySpace is a distinctive environment for fans and artists, a place where creativity and independence thrives.
The following position is available at MySpace UK. The position is demanding and fast paced, requiring an individual who thrives in a start up environment. MySpace is looking for smart, dynamic, and assertive employees looking for an opportunity to grow and succeed.  This position is based in London, UK.
· Executive Assistant Marketing, UK
Job Description
Executive Assistant Marketing, UK

Responsibilities include:
Diary

· Updating the calendar on outlook; adding, deleting, updating, and amending appointments 
Meeting

· Responsible for organising meetings - venue, equipment, catering, communication to attendees, communication of any preparation work, pre-meeting paperwork (agenda, last set of minutes etc), and production and circulation of minutes.
Travel

· Responsible for organising the travel, including hotels, flights, trains, cabs and executive cars taking into account company policy and value for money.

· Producing travel itineraries and associated travel documents for business trips. 
General Office Duties
· Set up filing systems – paper and electronic

· Assisting with PowerPoint presentations 
· Setting up voicemail, answering calls, taking messages 
· Meeting and greeting clients
· Undertaking expenses

· Note taking 
· Opening post 
· Compiling weekly reports 
· Liaising with the US and Europe when necessary 
· Main point of contact when Line Manager is away 
· Checking and replying to emails while Line Manager is away

· Responsible for filing and updating email and phone contacts
Experience

· 3 – 5 years of secretarial experience gained within a creative organisation and ideally some experience of working in an entrepreneurial environment.

· Typing speed of 50-60 wpm.

· High level of attention to detail

· Good relationship building skills     

· Must be personable, professional and articulate                                                                                                      

· Excellent organization skills both written and spoken

· Microsoft Office Skills

You must be eligible to be resident and entitled to work in the country in which the position is located. Accordingly, you must have legal rights to work in the relevant country before you make the application - we do not provide sponsorship.
Fox Interactive Media offers an exciting work environment with plenty of opportunities for career advancement, and a compensation plan including comprehensive benefits package. Salary commensurate with experience. Please email ukjobs@myspace.com with ‘Executive Assistant Marketing, UK’ in subject line to submit your CV.

Due to the high volume of applications we are receiving, we will only make contact with you should we wish to take your application further.
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