Office Manager Position at Blockkoin.io:
Empowering Financial Freedom in Africa

Blockkoin.io, a pioneering cryptocurrency company in Cape Town, South Africa, is seeking an experienced Office
Manager to oversee daily operations and support their mission of revolutionizing financial services in Africa. This
document outlines the exciting opportunity for a skilled professional to join a dynamic team dedicated to providing
accessible and secure alternatives to traditional banking.
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About Blockkoin.io: Innovative
Cryptocurrency Solutions

Company Overview

Blockkoin.io is at the forefront of the fintech
revolution in Africa. Based in Cape Town, the company
is dedicated to empowering financial freedom through
innovative cryptocurrency solutions. By providing
accessible and secure alternatives to traditional
banking, Blockkoin.io is reshaping the landscape of
financial services across the continent.

Mission and Impact

The company's mission extends beyond mere profit.
Blockkoin.io aims to democratize finance in Africa,
offering solutions that can reach underbanked
populations and provide economic opportunities
previously unavailable. By joining Blockkoin.io, you'll be
part of a team working to make a tangible difference in
people's lives.
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Core Responsibility

Oversee and manage the daily operations of
Blockkoin.io's Cape Town office, ensuring a
smooth and efficient work environment.

Key Traits

Highly organized, detail-oriented, and capable of
juggling multiple tasks while maintaining a calm
and professional demeanor.

Position Summary: Office Manager Role

Ideal Candidate Profile

A proactive problem-solver with exceptional
communication skills and a talent for
organization.

Impact

Play a crucial role in supporting Blockkoin.io's
mission by creating an optimal work environment
for the team.
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Key Responsibilities: Multifaceted Role

\/

Office Management

Create and maintain a well-organized, efficient office environment that aligns with and supports
company goals.

Administrative Support

Handle daily administrative tasks including scheduling, correspondence, and filing to keep
operations running smoothly.

Team Coordination

Support staff needs, manage internal communications, and optimize workflows to enhance overall
productivity.

Vendor Management

Oversee relationships with vendors and service providers, managing contracts, procurement, and
office supplies.

Budget Oversight

Monitor office expenditures, manage budgets, and implement cost-effective solutions to maximize
resources.

HR Support

Assist with onboarding, maintain employee records, and contribute to initiatives that enhance
company culture.

Compliance

Ensure adherence to health and safety requlations and other relevant legal requirements.
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Qualifications and Skills: The Ideal
Candidate

Experience and Education

Proven experience as an
Office Manager, Administrator,
or similar role

Bachelor's degree in Business
Administration or related field
preferred (not required)

Experience in HR
administration is a plus

Technical Skills

Proficiency in office
management software(e.q.,
Microsoft Office Suite, Google
Workspace)

Ability to manage budgets and
handle financial records

Strong organizational and
multitasking abilities

Soft Skills

e Excellent verbal and written
communication skills

e Keen attention to detail

e Proactive, problem-solving
mindset

e Ability to work independently
and as part of a team
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What Blockkoin.io Otfers: Beyond the Basics

4

Dynamic Work
Environment

Immerse yourself in the
fast-paced world of
fintech, where innovation
is constant and your
contributions can have a
significant impact.

Competitive
Compensation

Enjoy a competitive
salary and comprehensive
benefits package that
reflects the value
Blockkoin.io places on its
team members.

ICNI
Passionate Team

Work alongside a
dedicated group of
professionals who are
committed to making a
positive difference in
Africa's financial
landscape.

ollD

Growth
Opportunities

As a rapidly expanding
company, Blockkoin.io
offers ample
opportunities for
professional development
and career advancement.
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How to Apply: Take the Next Step

Prepare Your
Application

Craft a compelling CV that
highlights your relevant
experience and skills. Write a
cover letter that explains why
you're the ideal candidate for
the Office Manager role at
Blockkoin.io.

Submit Your
Application

Send your CV and cover letter
to litha.mququ@blockkoin.io.
Ensure your email subject line
clearly states "Application for

Office Manager Position".

Follow Up

If you haven't heard back within
a week, consider sending a
polite follow-up email to check
on the status of your
application.
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Join Blockkoin.io: Be Part of the Financial
Revolution

As the Office Manager at Blockkoin.io, you'll play a crucial role in supporting a team that's reshaping the financial
landscape of Africa. This position offers more than just a job; it's an opportunity to be at the forefront of the
cryptocurrency revolution and make a real difference in people's lives.

Blockkoin.io is committed to creating an inclusive environment that celebrates diversity. We believe that a variety
of perspectives and experiences strengthens our team and enhances our ability to innovate. As an equal
opportunity employer, we welcome applications from all qualified individuals, regardless of background.

Ready to take on this exciting challenge? Submit your application today and step into a role where your
organizational skills and leadership can contribute to empowering financial freedom across Africa.
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