
We’re writing the future of risk.

Hamilton Insurance Group, Ltd. (“Hamilton”) is a Bermuda-
headquartered company that underwrites specialty insurance 
and reinsurance risks on a global basis through its wholly-owned 
subsidiaries. Hamilton leverages analytics and research to create 
underwriting and investment value for its clients and shareholders.

will be responsible for all aspects of administrative support for the 

available to work extended hours and on short notice as needed.

We’re looking for an

Executive Assistant

We invite applications by March 31, 2021 to the attention of: 

Laura Jackson, Island Employment Partners Ltd.
S.E. Pearman Building, 2nd Floor, 9 Par La Ville Road,
Hamilton HM 11, Bermuda

 +1 441 296-0497
 laura@iep.bm     www.iep.bm

STRONG REFERENCES REQUIRED

Join us, and we will ask you to Be smart, Be sensible, Be open and, above 
all else, Be more—strive harder, reach further, never give up. These First 
Principles are the intellectual and moral compass of everyone at Hamilton. 
They shape the way we build our team, the way we work and the way we 
will prosper.

We’re committed to creating an inclusive workspace where all employees 
thrive. We embrace all backgrounds, perspectives, experiences and talents 
– without discrimination. Whatever differences set you apart, whether 
visible or invisible, you will be welcome at Hamilton.

How to apply

 Provide sophisticated calendar management:
 
  Make judgements and recommendations to ensure smooth 
  day-to-day engagements
 Complete a broad variety of administrative tasks that facilitate the CEO’s ability 

 to effectively lead the organization, such as: 
 
  Assisting with special projects as needed
  Designing and producing complex documents, reports, and presentations
  Collecting and preparing information for meetings with staff and 
  outside parties
  Maintaining contact lists
  Making travel arrangements
  Completing expense reports
 Serve as the primary point of contact for internal and external parties on all matters 

 Work closely with the CEO and management team to keep her well informed of 
 upcoming commitments and following up appropriately
 Act as a “barometer” - having a sense for the issues taking place in the environment 

 and keeping the CEO updated
 Anticipate CEO’s needs in advance of meetings, conferences, etc. 

 Strong verbal and written communication skills
 Exceptional organizational skills and impeccable attention to detail 
 Strong interpersonal skills and ability to work effectively with multiple stakeholders
 Aptitude to make informed decisions regarding priorities 
 Ability to complete a high volume of tasks and projects with little or no guidance
 Ability to react with appropriate levels of urgency to situations and events that 

 require quick response or turnaround
 Able to maintain a high level of integrity and discretion in handling 

 Ability to make judgement calls at a moment’s notice


