
Our growing company is hiring for an assistant treasurer. To join our growing
team, please review the list of responsibilities and qualifications.

Responsibilities for assistant treasurer

Oversee all aspects of the companies’ credit facilities to ensure competitive
pricing and attractive terms
Work with Senior Management to develop and evaluate capital structure
strategies including share repurchase programs, dividend policies, and
interest rate derivatives
Oversee all aspects of the company’s card programs including the gift card
entity
Diary management for MD Treasurer, VP Head of Risk, VP Treasury
Incoming / outgoing phone calls
Screening and onward delegation or distribution of all post and emails
Preparing correspondence and presentation materials
Organising conference calls and video conferences
Preparation, collection and distribution of materials and agenda for meetings
Maintaining an accurate and up to date document management system

Qualifications for assistant treasurer

Expected to work with maximum level of autonomy in the areas of treasury
operations and foreign exchange risk management
The impact of his/her decision on the organization will have significant and
potentially large financial ramifications
Coordination and scheduling of interviews for recruitment
Coordinating rotational holiday/sickness cover within the PA team
Team holiday and absence time management and monitoring
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Events Co-ordinator where appropriate


