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OFFICE MANAGER 

 

You play an essential role in the day-to-day functioning of Farringdon's business. 

Thanks to your efforts, all facets of the office run smoothly and the team can focus 

even better on fund management. 

You are a talent in planning and organisation and you enjoy combining this with 

communicative and administrative tasks. 

WHAT DOES FARRINGDON DO? 

Farringdon is an investor with approximately EUR 150 million under management focused 

on global stock selection. Our team is small and highly specialized. The ambition and work 

level are high. Your role is to support and unburden the team. More information can be 

found at: https://farringdoncap.com/ 

THIS IS WHAT YOU WILL DO 

As an Office Manager you know when and how you can support the team. You are a self-

starter, proactive and good at organising your own work. You feel comfortable performing 

various activities, including: 

• Calendar management, mainly scheduling appointments with boards of companies 
and investors and planning business trips.  

• Hosting: you welcome our guests and ensure that appointments and events that we 
organise run smoothly. You are also the first point of contact on the phone and for 
answering general e-mails and letters.  

• Financial administration: contract, creditors and debtor management, in 
collaboration with the Accountant. 

• Facility Management, you ensure good coordination with the service providers we 
work with to keep our beautiful office and workplaces presentable and running 
smoothly.  

• Communication: you ensure that the company website remains up to date and 
provide support in drafting newsletters and presentations.  

 

WHY THIS IS A GOOD FIT FOR YOU 

You enjoy a broad scope of work, are social and the heart of the team. You get a lot of 

satisfaction from arranging things and supporting and unburdening the team as much as 

possible. In addition, you bring the following to the table: 

• Higher level education working and thinking level with affinity for financial services. 
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• At least 2 years of work experience. 

• Attentive, accurate and socially competent. You are pleasant to deal with, 
empathetic and proactive: you have already dealt with it before you are asked. 

• Stress resistant, problem solving and entrepreneurial. Challenges do not stop at 
“this is not possible”, but lead to “how it’s done”. 

• Excellent command of Dutch and English, familiar with working with all programs 
within Microsoft Office. You are not a computer illiterate: IT systems do not deter 
you and you get the hang of it quickly. 

• Comparable work experience at an investment company or investment bank is an 
advantage. An entrepreneurial, positive and inquisitive attitude is more important. 

WHAT MAKES THIS POSITION FUN 

We are a small and close-knit team and are well attuned to each other. We work in the 

heart of Amsterdam.  

• You wear several hats and that makes your position very varied and broad. 

• Development opportunities and training in Operations, Finance and personal 

effectiveness. 

• We are flexible, our preference is a candidate that is available for 36-40 hours, but 

part-time and occasionally working from home are negotiable. 

• Spacious office in Amsterdam, next to the Rijksmuseum, Museumplein and 

Vondelpark. 

WHAT DO WE OFFER YOU? 

We offer you a competitive remuneration and good secondary benefits. Because we are 

flexible in filling this role, we can only properly determine remuneration and benefits after 

our introduction and when the application process has been properly completed. 

We start with an annual contract and if we are both happy, you will then receive a contract 

for an indefinite period. 

If you are interested contact us before March 14, 2021 and send an email to Dennis van 

Wees: dvw@farringdoncap.com  
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