
 
 
  

 

 

 

 

VACANCY 

 

Company Profile: Balfin Group is among the largest private investment groups in 

Albania The Group`s investment portfolio embraces activities of real estate 

development, retail sales, commercial and industrial space management\ services, 

mining and metallurgy industry, customer financing, etc. 

 

Balfin Group has an open vacation: 

 

Job position: Assistant to CEO 

Reports to:  CEO 

Location:  Tirana 

 

Duties and Responsibilities: 

 

Executive support to the CEO 

 

 Completes a broad variety of administrative tasks for the CEO including: managing an 

extremely active calendar of appointments; composing and preparing correspondence 

that is sometimes confidential; arranging complex and detailed travel plans, itineraries, 

and agendas; and compiling documents for travel-related 

 Provides a bridge for smooth communication between the CEO and internal 
Departments; demonstrating leadership to maintain credibility, trust and support with 
Senior Management staff 

 Works closely and effectively with the CEO to keep her well informed of upcoming 

commitments and responsibilities, following up appropriately. Acts as a "barometer," 

having a sense for the issues taking place in the environment and keeping the CEO 

updated 

 Successfully completes critical aspects of deliverables with a hands-on approach, 

including drafting acknowledgement letters, personal correspondence, and other tasks 

that facilitate the CEO's ability to effectively lead the company.  

 Handles matters expeditiously, proactively, and follows-through on projects to 

successful completion, often with deadline pressures 

 Ensures that the CEO is kept updated and responds to requests for materials regarding 

the organization in general 

 Edits and completes first drafts for written communications to external stake holders 



 
 
  

 

 Perform other job-related duties as assigned 

 

Executive support to the Management Board 

 

 Planning, organization and coordination of the preparation of Board of Directors and other 

Management Meetings in Group Level 

 Informs all Mangers, CEOs timely in advance about the schedule for upcoming meetings  

 Follow - up on the Actions left by the Board of directors and other management bodies  

 Logistical organization of the Management meetings (handouts, presentations etc)  

 Timely prepare the minutes of each of the Management Meetings  

 Align and achieve the pre-approval of the responsible Board member for the prepared 

minutes before asking the Board for approval of the minutes. 

 Ensure the approval of the minutes in the very next Management Board meeting. 

 Archive of decisions of the Management Board (including its committees), as well as of 

other relevant documents 

 Establish a physical archive system for the hardcopies of all minutes of the MB meetings 

 Establish an electronic storage system for the electronic copies of all minutes and decisions 

and restricted access only to the Management Board 

 Ensure a duly communication of  all decisions passed by Management Board ( and its 

committees)  that are of importance for the entire Group 

 Research and Investigate Information to enable strategies decision-making by the CEO of 

Balfin Group 

 Provide Follow up to assignments given to management staff by CEO & provide status 

reports to CEO 

 Maintains discretion and confidentiality in relationships with all board members 

Perform other job-related duties as assigned 

 

 

Qualifications and Skills: 

 
- Strong organizational skills that reflect ability to perform and prioritize multiple tasks 

seamlessly with excellent attention to detail 

- Very strong interpersonal skills and the ability to build relationships with stakeholders, 

including staff, board members, external partners and investors 

- Expert level written and verbal communication skills 



 
 
  

 

- Demonstrated proactive approaches to problem-solving with strong decision-making 

capability 

- Emotional maturity 

- Highly resourceful team-player, with the ability to also be extremely effective 

independently 

- Proven ability to handle confidential information with discretion, be adaptable to various 

competing demands, and demonstrate the highest level of customer/client service and 

response 

- Demonstrated ability to achieve high performance goals and meet deadlines in a fast 

paced environment 

- Forward looking thinker, who actively seeks opportunities and proposes solutions 

 

 

Requirements: 

 

- Strong work tenure: 5 to 10 years of experience supporting management level 

- Fluent in English Language is a must  

- Proficient in Microsoft Office (Outlook, Word, Excel, and Power Point), Adobe Acrobat, 

- Minimum of 2 years experience in management, coordinating meetings and 

appointments 

- Demonstrate excellent written and oral communication skill 

 

Work conditions: Balfin Group offers an attractive benefit package, including a fair 

remuneration based on merit and performance evaluation. 

 

Application Procedure*: 

To apply for this position, please submit a CV and a Motivation Letter before: June 10th, 

2016 to Human Resources Department through email address: hr@balfin.al 

 

 
* All applications will be treated with strict confidentiality according to the law No. 9887 set by 

the Albanian Parliament for the "Protection of Personal Data". 
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