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LOOKING FOR OFFICE ASSISTANT   
 

• We are looking for an office assistant that either has experience or is 
willing to train and learn the ropes of the job. We need someone who 
is willing to put in the work, motivated, quick learner and creative as 
everyone in our office contributes with ideas. This job consists of 
organizing meetings, handling phone calls, letters and emails create a 
calendar and reminders for each day so that the CEO knows what he 
must do today and have everything already organized.  

• The working hours are between 8am to 4pm which are quite decent as 
you get the rest of the day to do whatever you want, and the pay 
starts at £20 per hour  
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