
  
 
We are growing globally and have an immediate need for a highly motivated Finance/Office Assistant. 
As a member of our team you will have the opportunity to significantly enhance the value of Roaming 
networks providing value-added input and supporting our path to become  Employer of choice. 

 
Position: Finance/Office Assistant 
Location: Hamburg 
Employment type: Direct placement/Full time/Permanent 
Supervisor: Finance Director for an International Markets 
Category: Operational 
 
Role Overview 
As a Finance Associate, you will have the opportunity to significantly enhance the value of Roaming 
Networks and support our operation by doing operational finance duties in correspondence with 
legislation and clerk duties as well. 
You will be responsible for managing, tracking, updating of the accounting record systems and 
recommending remedial procedures for better efficacy.  
Goal: providing financial services and appropriate solutions to achieve the financial objectives of the 
organization.  
 
Principal Duties include but are not limited to: 

- Handle the account payables and receivables 
- E-banking 
- Keep and track company's cash flow on a weekly and monthly basis 
- Controlling the documentation received (invoices, specifications, etc.) and ensuring that any 

deficiencies observed are remedied before being posted or prepared for payment 
- In charge of invoicing as well as keeping records of invoices and purchase orders in accordance 

with the established procedure 
- Participation in the preparation and control of the financial part of the tender documentation 
- Communication with banks, bookkeeping agency, suppliers, vendors, clients and government 

institutions 
- Preparation and submission reports to other sectors, services and / or managers in the 

company, as well as to relevant external entities (banks, auditors and other financial 
institutions) 

- Cost evidence 
- Creating, maintaining, and entering information into databases 
- Handling incoming calls and other communications 
- Managing filing system 
- Updating paperwork, maintaining documents and word processing 
- Greeting clients and visitors as needed 
- Helping organize and maintain office common areas 
- Organizing travel by booking accommodations and reservations needs as required 
- Maintaining supply inventory as needed 
- Full support and cooperation with other sectors and services in their work 
- Other tasks as per request of CFO and/or CEO 

 
 



  
Profile Required Qualifications: 

- Minimum Bachelor's degree in Economics/Finance 
- Minimum 3 years of working experience as Finance Assistant or similar positions 
- Advanced applied knowledge of MS Office 
- Native in German language 
- English language – working proficiency 

 
Required Skills and Abilities 

- Ability to multitask in a fast-paced environment, meet deadlines, and shift direction and 
priorities often 

- Ability to prioritize own workload independently with minimal supervision 
- Excellent interpersonal skills with the ability to communicate with a variety of personnel at all 

levels 
- Self-starter who fosters a culture of teamwork and maintains the highest level of ethics and 

integrity  
- Professional, goal oriented and urge to succeed, coachable, mature, good judgment and can-do 

attitude  
- self-confident and totally company centric with good math skills and problem solving skills 

 

Perks 

In Roaming networks, we believe in teamwork, continuous development and education of our 

employees. Our core values - Integrity, Trust & Respect empower every team member to provide the 

highest level of service and live their full potential. How we do things is just as important as what we do. 

That idea is core to everything we do.  

Compensation consists of base salary with commission which can drive up your earning potential 
significantly as you deliver results.  
 
Package also includes: 

• Paid vacation, sick days and holidays 
• Full-Time Benefits (Medical, Dental, Vision, Life) 
• Training and Career Development 

 

If you find this interesting for your professional development send your resume to 

vladimir.dzavic@roamingnetworks.rs 

All inquiries will be kept confidential.   

EOE Statement: Roaming networks is equal opportunity employer.  
 

All qualified applicants will receive consideration for employment without regard race, color, religion, 
sex, sexual orientation, gender identity, national origin, genetic information, age, disability or any other 
characteristic protected by federal, state or local law. 

Get to know us better on www.roamingnetworks.com! 
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