
What will be my job description? 

You will be the person empowering management and the team of PHILOSHOPERS 
to focus on their tasks. You shall be in charge of all our administrative needs and 
act as the personal assistant to the managing director. 

You will be working closely with all other functions of the company around three key 
areas: 1) Handle all admin needs such as forms, meeting and travel arrangements, 
guests welcoming, office operation & supplies, team events etc.  2) Administer our 
internal systems (Such as staff records, our company wiki, chat channels etc.) as 
well as our social media pages and website 3) Assist the managing director in 
preparing for tasks, presentations, or external meetings and engagements. 

You will be also working independently from time to time on projects assigned by 
the managing director. 

What  skills do I need to have? 
In a nutshell excellent English, very well organised and digitally enabled. 

Excellent knowledge and use of the English language including writings 
fundamental! Most of our customers and partners are international and you must be 
comfortable to professionally communicate when needed. Also all our internal 
systems and documents are in English 

You shall be self-organised and able to work with or without guidance. At times we 
get too busy and focused on customer projects thus we will count that you can keep 
going without waiting for someone to tell you what to do, while when given specific 
instructions we expect these are well followed. 
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In terms of computer applications, we expect you to be effective in using 
productivity applιcations (Primarily Microsoft Ouτlook/Word/Excel/Powerpoint and/or 
Apple Keynote) and capable to learn and use online tools. You should also have 
good understanding of the use of Social Media (Twitter, LinkedIn, Facebook). We 
use WordPress for website content management. 

Academic background: University degree will be great (especially around business 
studies, marketing or MIS) but not mandatory. 

What kind of a person are you looking for? 
We are looking for a young and energetic person to add freshness to our office and 
communications. As we are a small but very busy team we seek for someone who 
is well organised, accountable, self-driven and creative personality with great 
professional ethos. 

You should also be willing to learn new things, comfortable and polite talking with 
partners or customers over the phone, chat or in person and of course friendly for 
the rest of the team in politics-free environment. 

Where will I be based and what are the working hours?  
You will be working out of the PHILOSHOPIC office in Nicosia. The office hours are 
Mon-Thu 8:45am to 6:00pm with 1hr break and on Fridays 8:45am to 2:00pm. 
Note: This position can also be part time for great candidates with such needs 

How many years of past experience do you ask for? 
If you have the right skills and attitude, number of years in service do not matter as 
much as your personality, attitude, willingness to learn and accountability for getting 
things done! 

I think I fit well in that role! What’s the next step? 
This is the time that we are excited you find the position of Digital Marketing, 
Communications & Team Administration a great fit for your career aspirations.  

We thus look forward to receive your CV by email at careers@philoshopic.com and 
will then contact you to inform you on the next step. We expect to do so within 2 
weeks of receiving your application. 

Kindly note that we will NOT respond to candidates that that are not a close fit to 
what we need.
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