
Back Office Administrator 

The Company: 
Easternmed Asset Management Services Ltd is a leading management company licensed and 

regulated by CySEC, managing mutual funds and providing MiFID services for investment portfolios on 

a discretionary and advisory basis. 

We are looking to recruit a new employee for the position of Back Office Administrator for the offices 

of the company in Nicosia to provide assistance in the operations of the Company. 

Duties:  

 Maintenance of client portfolios in the Portfolio Management Software 

 Monitor all transactions of all funds under management 

 Upload transactions in Portfolio Management Software for all funds under management and 

clients’ accounts 

 Calculate the Net Asset Value (NAV) of the funds under management using the Portfolio 

Management Software 

 Reconciliation of positions with the statements of the depositary/custodian and Administrator 

 Reconciliation of cash balances with relevant banks 

 Monitor, on a daily basis, the recognition and receipt of revenue for all funds under 

management and clients’ accounts 

 Perform any other accounting duties as assigned by the Supervisory and Senior Management 

Team 

Qualifications 

 University Degree in Business, Finance, Accounting, Economics or other related field.  

 2-3 years of experience in similar position 

 Excellent knowledge of the Greek and English languages, both oral and written 

 Excellent communication, interpersonal skills and teamwork attitude 

 High attention to detail 

 Holder of CySEC Advanced Certification will be considered an advantage  

Remuneration 
An attractive remuneration package will be offered to the successful candidate, depending 

qualifications and work experience, and private health insurance. 

If you are interested in the above position please send your CV to the following email address 

hr@eastmedfin.com. All applications will be treated in strictest confidence. 


