Job Title: Researcher & Team Assistant
Location: Office-based – Leighton Buzzard or London (must live within 60-minute commute)
Type: Full-Time | Permanent
Are you an organised, proactive team player who thrives in a fast-paced environment?
We’re looking for a Researcher & Team Assistant to join our dynamic team and play a vital role in supporting our Business Development Team. This hands-on position is key to keeping things running smoothly – from research and data management to client coordination and team admin support.
About the company
Habit Action are a band of unique individuals whose shared passion, insight and creativity binds them together. As a family-owned business partnerships run right to the core.
Habit Action are a business grown from Humble beginnings into a successful business that constantly strives to improve its offerings to its clients, transforming their workspaces into unique, purpose-built master pieces designed to enable the client to do more.
If you’re curious, detail-oriented, and love getting things done right the first time, we want to hear from you.
Responsibilities
· Providing daily administrative support to the Business Development (BD) Team
· Performing accurate and timely data entry and data cleansing using Hubspot CRM
· Conducting online and phone-based research across regions and industries
· Creating and uploading target customer profiles and data
· Supporting data flow across teams including Marketing
· Coordinating meetings, managing schedules, and arranging travel
· Assisting in the planning and execution of BD client events and conferences
· Preparing reports, documents, and client presentations
· Answering phone calls with professionalism and great phone etiquette
· Keeping the office environment organised and efficient
About You:
· You’re accurate, organised, and take pride in doing things properly
· You have a curious mindset and love uncovering the detail in research
· You’re adaptable, collaborative, and always ready to roll up your sleeves
· You have a client-focused attitude and preferably experience in a corporate or consultancy setting
· You’re confident using CRMs, online platforms, and data tools
· You have excellent communication skills – both written and verbal
· You’ve got a track record in an administrative or support role, ideally in a fast-paced environment
Skills & Requirements:
· Proficient in Microsoft Office (Word, Excel, Outlook)
· High attention to detail with strong data entry and typing skills
· Able to multitask and prioritise efficiently
· Familiar with office procedures and equipment
· Previous employment history with proven experience in a similar role
· Comfortable working full-time in the office – must live within an hour’s commute of Leighton Buzzard or London

