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Office Assistant

We are seeking to recruit for immediate employment an enthusias�c Office Assistant to join 
the company’s head office in Limassol.

Job Responsibili�es

• Manage administra�ve/clerical tasks, procedures, processes and systems
• Answering phone calls, taking and delivering messages
• Schedule mee�ngs and appointments
• Meet and greet visitors
• Follow up on staff �mesheets
• Assist with electronic and hard copy filing
• Handle incoming and outgoing correspondence and couriers
• Organize office opera�ons and procedures and order sta�onery and other supplies
• Oversee office maintenance and arrange necessary repairs
• Manage communica�on with office vendors and service providers

Qualifica�ons

• Fluent in wri�en and spoken Greek and English.
• College degree in a related field will be considered a plus
• Experience in a corporate services environment 
• Knowledge of office administra�on responsibili�es, systems and procedures
• High level of integrity, confiden�ality, dependability and professionalism
• Highly energe�c, an agreeable personality, courteous and a team player
• Outstanding organisa�onal, mul�tasking and �me management skills
• Computer literate and proficient in MS Office. Knowledge of ProfitMaker, or similar,  will 

be considered a plus

An a�rac�ve remunera�on package commensurate with experience will be offered to the 
successful candidate. Generous employee benefits, training and development offered.
Specifically:

• 13th Salary
• Flexible office working hours Monday-Friday
• Industry leading paid leave and sick leave provisions
• Approved private pension/provident fund
• Free, gated, covered parking adjacent to the office 

Please e-mail your CV to careers@chelcomanagement.com quoting OA 2-2026. 
All applications will be treated in strict confidence.

Chelco Management Services Ltd has been offering leading Company Forma�on, Management & Administra�on 
and Accoun�ng services since 1984, serving the business interests of clients in Cyprus and abroad.


