
  

For our growing Compliance Team we are looking for an independent and flexible assistant who will support our team in 
various administrative tasks. 
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In detail, the position encompasses duties and 
responsibilities as follows: 
 
• providing general support to the compliance team in its 

day to day functions including assisting with: 
o Know Your Customer procedures; 
o administration and tracking of the Group’s 

compliance training programme; and 
o collecting and maintaining information on the 

Group’s compliance activities;  
• general administrative work, including filing and 

archiving 
 

We are looking for a candidate... 
 
• with 1-3 years of experience as an assistant, preferably in a 

similar function 
• having strong IT skills including good knowledge of MS 

Office tools 
• who is fluent in English (corporate language), any 

additional language is a great asset 
 
The ideal candidate... 
 
• has an independent and flexible work attitude and is able to 

work well under pressure  
• has efficient and well organized working skills and good 

accuracy and attention to detail 
• has very good written and verbal communication skills 
• has a good know-how in using IT applications (MS Office) 

 


