
Executive Assistant  

 

Invest4Growth Asset Management Ltd is looking for a candidate in the role of Executive Assistant/ 
Company secretary to expand our team, where you will be a key pivot in the organisation as the 
right hand of the Board of Directors. 

Job description 

Your role as Executive Assistant is particularly versatile. You are entrusted with a varied range of 
tasks, in which you will support the Board of Directors in operational, administrative, and 
organisational tasks. This is a great role for a trilingual (French - Dutch - English) or a bilingual 
professional who enjoys keeping things on track in a corporate environment. 

- As an administrative and organisational jack-of-all-trades, you will coordinate the Board meetings, 
manage the agendas, take minutes of the meetings, and follow up the actions and to-dos, have 
contacts with clients and suppliers, etc.  

All this in a very international setting with many interesting customers and stakeholders. 

- You help with the preparation of presentations, memos, meeting reports, e-mails and other 
correspondence. Thanks to your good language skills and your fluent pen, you can easily translate 
documents 

- You are responsible for checking, proofreading, and updating documents, policies and other 
administration. You will be the logistical point of contact, managing contracts and services, such as 
insurance, IT services, and office supplies. 

- Occasionally you will be responsible for the design and organisation of events 

- In this role you report directly to the BoD and work closely with the management  

Profile 

- You have a degree in higher education, and/or have at least 3 years stable experience in a similar 
role at corporate level 

- You are fluent trilingual: you speak and write Dutch, French and English fluently. English is the main 
language in the company, but given the many French and Dutch contacts, you are also fluent in at 
least one of them.  

- You think along with others, are proactive and have a strong sense of responsibility. You can be 
creative in finding solutions for ad hoc problems that arise. You are administratively and 
organisationally very strong and you like to dot the 'i's and cross the 't's 

- You have a strong sense of responsibility and are discrete. You handle the information you see or 
hear with confidentiality 

- You are a multi-tasker who knows how to set priorities. You have a positive attitude and love a 
dynamic and international business environment 

We offer an interesting and varied job within a stable team. You can count on a fair salary, 
supplemented with flexible working hours. 

Employment: Full-time, indefinite contract with all the extra-legal benefits 


