[image: image1.jpg])
OO
oo

VAUBANEFORT

PROPERTY MANAGEMENT / FLATSHARE SPECIALISTS





Part Time Administrative Assistant

A dynamic startup is looking for a part-time administrative assistant for day-to-day operations. We specialize in quality flat shares for international professionals (lawyers, consultants, financial advisors etc).

You need to be able to:

- assist in the day-to-day administrative work of the business

  (emailing, meet+greet clients, follow up on tasks, organize meetings etc)

- maintain social network accounts (FB, Twitter…)
- update our website (www.vaubanfort.lu) 
- be organized & reliable
- work independently

- show initiative

- familiar with Office (word, excel), 40wpm

- speak English fluently

  added bonus: driving license 

 

    French or Germany would be an advantage 

We offer:

- dynamic and fun work culture

- high flexibility hours (10-20hs /per week)

- potential to grow with us

- social + interactive startup environment 
- generous pay for an entry job

- substantial holidays 
We are all expats from London and elsewhere and love to have people with drive and good energy around.  Our new offices are set in the beautiful startup space www.theoffice.lu
Join the team.
Email info@vaubanfort.lu with your CV and a few simple lines about yourself and why you would like to work for us.

