
	

Job Posting: Administrative Assistant 

 
 
Who we are? 
 

OperFin is a leading, online transaction management platform for real estate, 

closing and mortgage. We are leading the digitalization efforts in Namibia: a 

one-stop shop for surveying, document hosting and processing.  

OperFin’s tech-enabled and operations-driven platform efficiently connects 

home buyers to mortgage providers across the country. Our system brings 

transparency, flexibility, reliability and speed to the home loan process. 

 
Next steps 
 

1. Send a copy of your CV and a customized cover letter for the specific 

position you are applying for to hiring@operfin.com by November 20, 2019.  

2. When applying for this position, use the following subject line in your email 

correspondence to our team: “[Full Name] – Administrative Assistant” 

3. Only qualified candidates who follow instructions carefully and 

professionally will be considered. 

4. On your cover letter, please describe how your job experiences and 

qualifications make you the best person for the job. 

 

Job Responsibilities: 
 Support the Admin & Finance Manager in directing the financial activities of 

the firm. Work together in filing, processing and preparing reports and 
documentation. 

 Organize receipts and expenses; participate in bookkeeping activities. 

 Schedule and coordinate meetings & appointments. 

 Support company social and training events. 

 Provide general support and hospitality (coffee and welcome) to office. 

 Carry out administrative duties at ministries. 

 Cover the reception desk and visitor logs. 



	

 Confidentially handle sensitive information. 

 Assist in the cleaning, maintenance and operation of the office.  

 

 

Who are you? 

You are a motivated and pro-active self-starter with high attention to detail and 
a can-do attitude. You enjoy working in a team in a fast-paced environment.  

 

You meet the following requirements: 

 Full knowledge of MS Office / Outlook / Gmail. 

 Ability to prioritize, multitask and meet deadlines in a fast-paced mode 
of work. 

 Great interpersonal skills, attention to detail. 

 Ability to adjust to evolving business needs at short notice. 

 Experience in a similar role, preferred. 

 


