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Job Title Senior Management Assistant - Schiphol Office  

About Us  

We are DIF Capital Partners (“DIF”) a high growth global infrastructure fund manager 
headquartered in Schiphol, the Netherlands. We pride ourselves in being a diverse, inclusive and inspiring 
work environment for our employees. We encourage entrepreneurialism and believe in contrasting 
perspectives that result in a more creative, and adaptive way of achieving our strategic goals.  

DIF has over EUR 14 billion of assets under management, which it manages on behalf of 
(international) institutional investors in different funds. The DIF funds are investing in high-quality 
infrastructure and renewable energy related projects and businesses including public private 
partnerships, utilities, (renewable) energy and energy transition, digital and transportation assets 
in Europe, the Americas and Australasia.  

The DIF team across 11 offices worldwide consists of over 190 professionals working on a variety 
of disciplines, mainly fundraising, origination / investments, finance / accounting / reporting, and 
asset management. DIF’s Amsterdam office has over 75 employees and is located in the World 
Trade Center at Schiphol. Our offices are located in Frankfurt, London, Luxembourg, Madrid, New 
York, Paris, Helsinki, Santiago de Chile, Sydney and Toronto.   

At DIF we have an open and innovative office culture, where people work smart and take ownership. 
Our inclusive culture empowers people to be themselves and are truly valued for their strengths and 
to be the best they can be. As a global organisation with an increasingly mobile workforce, we 
support flexible working arrangements. DIF continues to raise large funds on a regular basis (every 
2-3 years). Investors have been convinced of DIF’s track record of making excellent investments 
enabling a high and sustainable rate of return. We take pride in recruiting the best in class.  

Our Values  

Entrepreneurial: We are independent thinkers. DIF takes a flexible and agile approach to identifying 
attractive investment opportunities and managing risk to achieve positive returns. Integrity: We are 
open, honest, and driven to do what is right. A pragmatic and disciplined approach underpins our long-
term commitment to investors and investments. A collective: We are a group of diverse fund managers 
within a collaborative culture of shared ownership. We trust and support each other to deliver the best 
results for investors, companies, local communities, and the environment. 

About The Role 

We are seeking a highly skilled, professional and personable senior management assistant to 
provide executive assistance to the CEO and 2 other Partners. The ideal candidate will be 
collaborative in nature and work closely with fellow management assistants that support the 
wider Partner group & teams. An integral part of this role will be to act as the main point of 
contact between executives, employees and clients. The position demands great 
communication skills, flexibility, proactive logistics, and efficiency, with demands and 
expectations prone to changing on a day-to-day basis. 

Essential Criteria, Skills and Qualifications 

 Minimum of 6 years’ experience as a Management/Executive Assistant in a fast-paced 
environment is critical to this role  

 Possess a Bachelor’s degree  
 Excellent administrative & organisational skill-set required  
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 Highly computer-literate, including Microsoft Office Suite; Advanced Outlook, PowerPoint, 
and Word 

 A ‘can do’ attitude and a flexible outlook to the role • Detail-driven • Ability to multi-task, 
prioritise and manage expectations and conflicting deadlines  

 Ability to work as part of a team in a global setting  
 Ability to work under pressure calmly and ensure a smooth, efficient, and productive output 

at all times   
 Diary management and coordination of calendars of the CEO and Partners  
 Plan, organise and execute diary appointments and events in a timely manner  
 Be responsible for booking travel and accommodation 
 Superb written and communication skills 
 Composing and preparing correspondence that is confidential
 Organizing, preparing and facilitating meetings and ensuring CEO and Partners are well 

prepared and provide essential documentation ahead of the scheduled meetings/events 
 Facilitation of internal communication (e.g. distribute information and schedule presentations)
 Execute other administrative duties of CEO and Partners as and when required  

Competencies  

 You have a pro-active, friendly and positive approach with excellent interpersonal and 
organisational skills 

 Good communication skills (oral and writing) in both Dutch and English 
 Both a team player and self-driven 
 You are solution oriented and a problem solver  
 Discreet and tactful (Experience exercising discretion and confidentiality with sensitive 

company information) 

What We Offer 

Reward and Benefits: DIF offers a competitive remuneration package including a performance 
incentive structure and career progression opportunities locally and internationally. Human 
capital is a key asset for DIF and therefore flexible working, training, mentoring and personal 
growth and development is at the heart of our offer. Our vitality benefit includes access to an 
employee wellness program to promote a healthy work-life balance, making DIF a great place 
to work and thrive.  

How to Apply 

E-mail your application accompanied by a cover letter to careers@dif.eu. A background check will be 
part of our selection process. If you wish to learn more about the opportunity before applying, feel 
free to contact Marjolein van Erven via m.vanerven@dif.eu.


