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Studio Manager Role 
 
 
Kinnersley Kent Design is seeking a studio manager to join the London (Fitzrovia) practice.   
 
About KKD 
 
An independent, creative studio specialising in interior, graphic and brand design. We work across a 
wide range of sectors designing restaurants, cafés, hotels, workplace, fashion & food retail.  

We have exciting plans for growth and are looking for an exceptionally talented individual to join our 
team as studio manager. 
 
Who we are looking for: 
 
We are looking for a friendly and efficient studio manager to join our expanding studio and be an 
integral part of the team. You must be dedicated, pro-active, well organised, self-motivated and have 
an eye for detail. You will naturally have strong communication skills and a keen interest in design. 
Experience running a creative environment is an advantage. 
 
 
Main Duties: 
 

- Studio administration, i.e. answering calls, meet & greet visitors, preparing refreshments, mail 
and courier deliveries, maintain housekeeping standards throughout the day 

- Studio facilities and maintenance management 
- Diary management and travel arrangements 
- HR duties including staff inductions and maintaining staff records 
- Support the marketing team on fee proposals and presentations 
- Managing social events of the company 
- Executive support to management team 

 
Essential Skills and Experience: 
 

- Two years experience in a similar studio/office manager role 
- A friendly person with a positive can-do attitude 
- Excellent problem solving abilities 
- Exceptional organisation skills and attention to detail 
- Excellent communication skills both written and verbal 
- Proficient computer skills (including Microsoft Office, Adobe) 

 
This is a fantastic opportunity to join our team of talented designers and become an integral part of 
the studio’s future development.  
 
Candidates must be able to prove their eligibility to work permanently in the UK and have fluent 
written and spoken English. 
 



 

Immediate start preferred.  
 
Please include the following in your application: 

- a copy of your current CV 
- a cover letter detailing why you feel you are a suitable candidate for this position and what 

attracts you to Kinnersley Kent Design 
 
Please send your application to: work@kkd.co.uk 
 
 
 
 

 
 
 
 


