
Office Assistant (f/m/d)
Location: Research group: Working hours:
Vienna Wissenschaftliche Direktion Full time

Are you highly organized, proactive, and enjoy working in a dynamic scientific environment? Join our team as
an Office Assistant and play a key role in supporting our Scientific Directors and research leaders.

In this pivotal role, you will have the unique opportunity to contribute to our mission by providing essential support to our
Scientific  Directors  and  research  teams.  Your  proactive  approach  and  organizational  skills  will  ensure  smooth
administrative and logistical processes across the institute. From coordinating calendars and meetings to managing travel
and  events,  you  will  play  a  key  part  in  keeping  operations  efficient  and  well-structured.  As  a  central  point  of
communication,  you  will  help  maintain  clarity  and  alignment  within  the  team,  enabling  our  scientists  to  focus  on
groundbreaking research.

 Your responsibilities

Calendar Management: Coordinate and maintain the Scientific Directors schedule and organize internal and external
meetings.

Travel Coordination: Arrange travel for the Scientific Directors and, when possible, other research group leaders.
Prepare and submit travel requests in our internal system and provide detailed itineraries.

Event and Visit Organization: Plan and coordinate visits and meetings with external stakeholders, ensuring logistics
are arranged. Prepare detailed itineraries for participants and manage on-site requirements such as catering, room
booking, and technical setup.

Communication & Intranet: Prepare and publish intranet posts and ensure that the intranet content is kept up to
date.

Administrative Support: Handle correspondence, presentations and expense reports. Maintain accurate records and
filing systems. Take meeting minutes when required and ensure timely distribution to participants.

Collaboration: Work closely with our Institute Secretary and liaise with internal departments and external partners.

 

 Your profile

What you bring for this position:

Completed Matura and commercial or administrative training

At least 2 years of professional experience in a similar role

Strong organizational and multitasking skills with attention to detail

Excellent communication skills in German and English (written and spoken)

Proficiency in MS Office



Quick comprehension and ability to adapt to changing priorities

Personal qualities: Good manners, polite and trustworthy, with high level of discretion.

Self – organized, proactive, and able to plan ahead. A true team player who enjoys collaboration.

Service oriented mindset and ability to handle confidential information

Enjoy working in a collaborative, international environment

 Our offer

A challenging role in a meaningful, inspiring, and international environment

Team Culture:  Benefit  from a  team environment  built  on  professionalism and collaboration.  You can  find  more
information about this on Kununu and Glassdoor

Flexible working hours, discounted lunch and other great benefits

Great location in the center of Vienna, a capital of biomedical research in Europe with excellent quality of life

Inclusive & Purpose-Driven: Be part of an international workplace with a meaningful mission

A fair and attractive salary package starting at € 2.720,-- gross (14x per year) on full-time basis with a view to increase
based on your qualification and experience

 Who we are

The St. Anna Children’s Cancer Research Institute (St. Anna CCRI), located in the center of Vienna, one of the most livable
cities  in  the  world  and  one  of  the  most  important  sites  for  biomedical  research  in  Europe.  St.  Anna  CCRI  is  a
multidisciplinary  and  internationally  networked  center  of  excellence  whose  goal  is  to  contribute  to  a  sustainable
improvement in the cure rates of childhood and adolescent cancers through innovative research and development. Due to
the close cooperation between clinic and research, St. Anna CCRI offers the ideal environment for cutting-edge research
at a high international level and its implementation in clinical practice. and its translation into clinical practice.

St. Anna CCRI is an equal opportunity employer. We value diversity and are committed to providing a work environment of
mutual respect to everyone without regard to race, colour, religion, national origin, age, gender identity or expression,
disability, or any other characteristic protected by applicable laws, regulations and ordinances.

Find more information here: https://ccri.at/

Your application

We look forward to receiving your application! Applications should include at least your CV and a cover letter.

Apply now

https://www.kununu.com/at/st-anna-kinderkrebsforschung1
https://www.glassdoor.at/Bewertungen/St-Anna-Kinderkrebsforschung-Bewertungen-E1189715.htm
https://goo.gl/maps/6xnZL7Q4e1iCEedJ7
https://ccri.at/
https://st-anna-kinderkrebsforschung.onlyfy.jobs/application/apply/iwibk7n8sfc2plqhg4vzzd40ly6nsa1

