
i.AM Lab O�ce & Support Manager (80-100%)
Do you want to be part of our growing team that shapes the future of investing,
from finance to art with a focus on Digital Experiences, Digital Assets and Web3?
Would you describe yourself as an open-minded, communicative and pragmatic
O�ce & Support Manager who gets things done and who’s the center and core of
our team?

At the i.AM Lab you can expect to work in an entrepreneurial start-up
environment, in which you can incrementally build up a business from scratch. Our
innovation project pipeline is full, and the rapid development of prototypes and
MVPs is a focus of our work.

If that sounds interesting to you: Continue reading!

Your Role
- Oversee and manage all administrative tasks related to our Lab work space

and ensure the o�ce is operating smoothly 
- Reception: welcome and greet our visitors
- Provide other administrative support as necessary, including scheduling

group meetings, maintaining calendars, room management and maintenance
- Support budgeting process 
- Support with presentations 
- Support accounting (expenses, invoices, timesheets, etc.) 
- Doing research, creating reports 
- Support the marketing team 
- Maintain social media channels 
- Support with event management 
- Manage software licenses

Must have
- Strong team-player, excellent communication and interpersonal skills
- Self-starter, self-driven and hands-on mindset 
- Strong organizational and time management skills 
- Strong problem-solving skills and analytical abilities 
- Proficient with Microsoft O�ce products 
- Exceptional attention to detail 

Nice to have
- Entrepreneurial spirit, a ‘Doer’ mentality
- Ability to multitask in a fast-paced team setting/environment
- Ability to drive forward and role-model agile behavior
- Keen to learn about Blockchain, Web3 and related Technologies

What you can expect
- Flat hierarchy, great team spirit, we laugh a lot , we love what we do!
- A highly motivated and innovation-driven team
- Your own field of action and great independence

Have we sparked your interest?
Then we look forward to hearing from you via email on info@iam-lab.ch

mailto:info@iam-lab.ch

