
 
 

 

 

I-AM Studio Manager 

 

Who we are  

I-AM is a multi-discipline design agency and brand experience consultancy. 
We create exciting new brands and breathe new life into existing ones. We 
work across a number of industry sectors, ranging from banks and 
restaurants to any nature of consumer-facing brands where customer 
experience is king/queen.  
 
We are a passionate team with a whole-hearted approach to every aspect of 
what we do – come and join the family.  

 

Job Description 
 
You will be  
Adaptable, resourceful and enthusiastic with outstanding organizational skills 
and attention to detail.  
You will have a can-do attitude and a way with people.  
You’ll need to be able to think on your feet, be professional and always be 
willing to step up to the challenge. We’re a team and there is nothing more 
important than working together.  
 
Overall job purpose statement  
To manage the smooth running of the London studio and bring joy and 
happiness to all the lovely people who work there.  
 
  



 

 

Key responsibilities 
 
1.1 Supporting the Operations Directors  

Together with the Ops director you will be managing a £80k budget that 
covers all aspects of running the studio.  
You’ll need to cultivate and develop supplier relationships to ensure that 
we are getting the service we deserve as well as managing day to day 
spending. 
- regular cost reviews and tenders  
- organising and renewing company insurances 

 
1.2 Front of house  

A pivotal role in I-AM customer journey you are likely to be the first 
person that any client meets – you will need to be the living embodiment 
of our brand, passionate, engaging, hospitable.  
- Greeting visitors  
- Answering the phone  
- Fielding/filtering calls  

 
1.2 Studio administration  

You’re the lynch pin of the studio, a multi-tasking black belt  
- Arranging travel and visas 
- Ordering/managing supplies  
- Diary management  
- Health & safety – arranging fire drills, training etc  
- IT –liaising with our IT support to resolve any issues  
- Petty cash  

 
1.3 Studio Up keep  

We want our studio to look as good as the amazing spaces we design for 
our clients  
- dealing with faults, repairs and other small works  
- coordinating with the building landlord  
- managing the cleaner  
- reminding the team to be tidy 

 
1.4 Event management  

We work hard, so we play hard.  
-  Assist in the organisation of company events,  
- keep an eye on the social “needs” of the business making sure we 

get to have plenty of fun times together.  
This will include our bi-annual summer event, quarterly get-to-gethers, 
staff birthdays and pretty much every Friday.  

 
       
  



 

 

Knowledge, Skills and Abilities 
 
2.1 Required knowledge  
Office administration; MAC IT support at a basic level; department 
budgeting; Experience working in the design sector 
 
2.2 Required Skills 
Excellent interpersonal skills; Analytical and problem-solving skills; Effective 
verbal & listening communications skills; Attention to detail and a high level 
of accuracy. Multi-tasking and prioritization. Outstanding organizational skills 
 
2.3 Required Personal Attributes 
Confident and calm with a friendly manner;  
Adaptable, resourceful and enthusiastic.  
 
 
 
For information please email CV and covering letter to  
Claire@i-amonline.com 
 
 
 
No agencies please!  
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