
 

JOB VACANCY 

 

Presently Stonewin is looking to fill a role at our Riga (Latvia) office that will support our team as 
Operations and Trading Support Assistant. 

Role Criteria: 

The role will be very dynamic, interesting, and highly demanding that will offer the successful candidate 
an opportunity of career growth. As we operate in a fast and dynamic world, our business rapidly 
changes and adapts to the challenges, requirements and opportunities that lie ahead. Hence, there will 
always be new challenges and opportunities for the successful candidate.   

Daily Responsibilities: 

 In your roles as Operations and Trading Support Assistant, the successful candidate will need 
to be aware of trade status at all times;  

 Prepare, collect, process and summarize all trade-related documentation and accounting 
reconciliation on each trade; 

 Issue invoices for the respective trades and agree those with Finance before sending to the 
customer; 

 Maintain all trade records fully up-to-date; 

 Ensure full compliance of relevant documents in line with industry specific requirements; 

 Produce basic reports on profitability of transactions, status of accounts receivables/payables, 
and fuel stock balances; 

 Collaborate with external parties on client’s background checks (KYC); 

 Follow up on receipts of account payables from clients; 

 Provide high quality data for monthly report preparation; 

Overtime, the successful candidate may also get involved in other parts of the business, performing 
similar responsibilities as the ones listed above. 

We are looking for the person with: 

 A bachelor’s degree, preferably in Management and Administration; or a final-year/graduate 
student from a reputable university, studying a subject in a similar field; 

 Very good communication and peoples’ skills, and the ability to cooperate with international 
business partners in perfect English;  

 Ability to work independently and meet strict deadlines; 

 Strong analytics skills and attention to detail; 

 Strong sense of responsibility; 

 Be a team player, able to work under pressure; 

 Ability to scrutinise business documentation received from third parties; 

 Good knowledge of MS Office, especially MS Excel; 

 Fluency in English (written and spoken); 

 A good basic level of Russian and Latvian is welcomed but not a prerequisite. 



Gains and Benefits: 

 Experience in the international fuel trading industry; 

 International exposure; 

 Access to a strong team of experienced and knowledgeable industry professionals across the 
fuel supply chain; 

 Competitive Salary: EUR 650 – EUR 800 net 

 Office in Old Riga  

 

 


