
  

 

Job Description: Executive Assistant to CEO, Stephanie Pfeifer 

Reports to: CEO 

Place of work: Central London / hybrid 

Time: Full time 

Contract Length: Permanent 

Starting date: As soon as possible 

Salary: Competitive, plus benefits 

 

The Role 
Stephanie has led the IIGCC since 2005 and has overseen its expansion into a pan-European investor 
group during that time. She sits on the Steering Committee of the Climate Action 100+ initiative, the 
Investor Agenda and the Net Zero Asset Managers Initiative. Prior to her role at IIGCC, Stephanie 
worked in investment banking for over 7 years, including as senior economist at Morgan Grenfell and 
a VP at Deutsche Bank in London. She holds an MSc with distinction in Environmental Studies and a 
BA in Philosophy, Politics and Economics from Oxford University and an MA in Economics from 
Exeter University. In 2022 Stephanie was awarded an OBE for services to climate finance.  
 
The Executive Assistant will provide dedicated 1:1 support to the CEO as well as some support to the 
Head of Operations, Senior Operations Manager and Senior HR Manager.  
 
The successful candidate will be able to demonstrate their ability to build and maintain strong 
relationships, whilst always maintaining a high level of confidentiality and judgement. They will be 
equally skilled working autonomously, being forward thinking and able plan strategically as well as 
working collaboratively and as a supportive team player. This role would suit a proactive, tenacious 
and incredibly organised individual, with prior experience in a similar role, who is unflappable, 
positive and willing to go the extra mile to produce excellent results.  
 
About IIGCC 
The Institutional Investors Group on Climate Change (IIGCC) is the European membership body for 
investor collaboration on climate change and the voice of investors taking action for a prosperous, 
low carbon future. IIGCC has more than 300 members, mainly pension funds and asset managers, 
across 22 countries, with over €37 trillion in assets under management. 
 
IIGCC’s mission is to support and enable the investment community in driving significant and real 
progress by 2030 towards a net zero and resilient future. This will be achieved through capital 
allocation decisions, stewardship and successful engagement with companies, policy makers and 
fellow investors. IIGCC works to support and help define the public policies, investment practices and 
corporate behaviours that address the long-term risks and opportunities associated with climate 
change. 
 
Main responsibilities 

• Complex diary management, coordinating meetings, both internal and external 
• Management of a busy inbox – monitoring, prioritising, responding, filing 

https://www.climateaction100.org/
https://theinvestoragenda.org/
https://www.netzeroassetmanagers.org/


  

 

• Drafting and editing correspondence, communications, and other documents on behalf of 
the CEO, where appropriate, and helping to prepare reports, and producing high quality 
presentations 

• Building and maintaining effective relationships with colleagues, network partners, the 
Board and members 

• Organising and attending Board meetings - collating the required documentation and 
ensuring that it is circulated prior to the meetings, and taking minutes 

• Providing support on annual Board election process 
• Event planning 

o Organising the annual board strategy day and dinner 
o Supporting in organisation of team events 

• Organising weekly Programme Directors meetings and taking minutes 
• Following up on actions on behalf of the CEO 
• Working closely with the Communications team on any speaking engagements for the CEO 

and announcements 
• CEO’s and team travel arrangements 
• Processing CEO’s personal expenses 
• Scheduling job interviews to support recruitment efforts; supporting with new starter 

onboarding and inductions  
• As the organisation grows, support with building team culture. 

 
Skills and capabilities: 

Essential  

• Clear track record of operating as an Executive Assistant 
• A high level of business acumen and diplomacy with the ability to communicate effectively 

and work with senior executives and external stakeholders 
• Highest ethical standards, confidentiality, discretion and personal integrity 
• Advanced MS Office 
• Exceptional attention to detail, always thinking two steps ahead 
• Strong organisational and project management skills, with the ability to be flexible should 

priorities and needs change 
• Outstanding communication skills both oral and written (fluent English) 
• Proactive, self-reliant, creative thinker and problem solver with the ability to manage 

multiple tasks at the same time 
• The ability to remain calm under pressure, with a robust work ethic, a strong sense of 

initiative and intuition, and an approachable manner 
 

Desirable 

• Knowledge of / interest in and good understanding of climate change  
• Other languages: French and German 

 
Benefits  
In addition to a competitive salary, we offer a range of benefits including: 

• 25 days’ annual leave plus public holidays 
• Additional discretionary 3 days’ leave between Christmas and New Year 
• Generous company pension scheme 



  

 

• Life assurance 
• Private healthcare 

 
Applications  
Closing date for applications: IIGCC will review applications on a rolling basis so would encourage 
submission before this date.  We reserve the right to close this vacancy early if we receive sufficient 
applications for the role. 
 
Starting date: asap  
 
Interested applicants should submit a Curriculum Vitae and short accompanying cover letter 
detailing their qualifications and suitability for the position to vacancy@iigcc.org.  
 
Please Note: 

• Applicants must have the existing valid right to work in the UK 

• Only shortlisted candidates will be notified 

• IIGCC does not discriminate on the basis of race, age, gender, sex, sexual orientation, disability, 
religion, marital status, or any other basis of discrimination prohibited by law. 

mailto:vacancy@iigcc.org

