
Office Manager (Romania) atUBIO
Part Time. Remote working

We areUBIO. We connect the web.

UBIO has built the Automation Cloud, a platform which can robotically perform any online
task such as reserving a hotel for your trip to New York, booking the flight to get there and
applying for a credit card to pay for it all. UBIO is fundamental to realising the ambition for
the Semantic Web, where machines can interpret and operate on all the web’s resources.

We provide solutions for businesses in the travel and financial services markets. For travel
aggregators and metasearch we provide key availability data and enable their customers to
directly buy tickets or book rooms on any airline, hotel or online travel agent. For price
comparison websites, we provide the ability for their users to buy insurance, loan or utility
products directly on-site or in-app. We recently opened up the Automation Cloud so
developers can easily create their own APIs to automate anything.

There’s a lot more about us on our websites, https://ub.io and https://automation.cloud.

UBIO is eight years old and currently has 29 employees, a mixture of engineers, product,
commercial and support staff. We’ve raised £4.5m to date and we were part of Techstars in
2015 and the MasterCard Start Path programme in 2016. We are currently raising a
substantial new investment. Our growth is powered by automating transactions for clients
including Google, KAYAK, Trivago, TickX and Clearlink.

How we work
Our Romanian team works remotely. We also have a team in the UK and teammates in
Russia and Bulgaria. We operate a flexible working policy and offer employee share options
to all employees and, if you’re in the UK, private healthcare and a pension.

We enjoy getting together a few times a year for special events.

Diversity at UBIO
UBIO is inclusive, and we believe diversity drives creative innovation. Our products connect
and make sense of information on the web, whatever its source. Similarly, we’re striving to
build a culture that reflects all corners of the community. We’ve embraced a commitment to



diversity and inclusion where everyone feels empowered to involve themselves regardless
of their gender identity, race, age, sexual orientation or background.

The role
We’re looking for an efficient and supremely organised part time Office Manager to work
remotely on a part time basis.

The role will complement the Automation team, who are mainly based in Romania,  and will
report into the Operations Manager, who is based in London.  The role will involve organising,
planning and executing much of the general and financial administration for the business,
creating and maintaining a pleasant work environment.

There will also be a responsibility for general assistance to the Head of Automation and
other members of the Automation team for travel, events, general organisation and so on.
You’ll also work closely, day to day, with our Operations Manager.

Your primary responsibilities as Team Secretary will include:
● To be the first point of contact for all Romanian employees with

administrative/HR/finance queries

● HR administration for employees, employment matters, contracts, compliance, due
diligence, onboarding, payroll, holidays, etc.

● Researching and implementing perks for the Romanian team

● Welcoming, onboarding and ensuring all our staff are supported with trusted HR
services.

● Managing expenses, invoices, billing clients, salary payments and staff expenses,
taxes and stipends

● Working alongside our accountants and assisting with the coordination of the
monthly accounts, and general financial reporting

● Calculating the on-call shifts for the monthly payroll

● Managing working arrangements and facilities for remote team members ( buying
equipment, etc).

● Researching locations and booking travel, lodgings and restaurants for company
events and arranging corporate and other in-house or off-site activities.



● General administrative assistance to the Automation Team to organise, schedule and
book business travel arrangements

● Maintain a strong working relationship with other relevant departments, including
the Commercial, Automation, Dev and Product teams

● Work alongside our external service providers

You’ll play a key role in:
● Making ubio a great place to work
● Assisting with the smooth running of the company

You’ll also have experience of:
● The full range of standard office software (we use Google Apps/G-suite.)
● Working independently and remotely
● Intermediate accounting and bookkeeping skills
● Working in a small, hard-working and growing team
● Excellent time management skills and the ability to multitask and prioritise work
● Must be based in Romania and be fluent in English

And it would be great if you also have:
● Experience working for technology startups/scale-ups
● HR, recruiting or other people based experience
● Deeper accountancy knowledge
● An understanding of software technologies and, even better, automation

How to apply
If you fit the above description we would love to talk to you more. Please send a covering
note and your CV to careers@ub.io.


