
Office Manager 
 
Exceptional opportunity to join a life science technology leader in the early 
growth stage in a central team role.  
 

After a successful launch, Vivlion is globally serving CRISPR reagents and services. 
We are a Frankfurt-based company spun out of Goethe University, holding 
exclusive licenses to the innovative 3Cs technology for next generation CRISPR 
reagents. Our portfolio of reagents and services enables CRISPR screening at 
unprecedented quality and complexity. We are proud to be the only commercial 
providers of combinatorial CRISPR libraries, with our multiplexing technology 
lifting CRISPR screening to a new level. Our customers are researchers in 
biotech/pharma industry with a primary focus on the US and the European 
market. Today we serve our customers directly and via a marketing partnership 
with Twist Biosciences, San Francisco. Keen on shaping a success story?  
 

Your responsibilities: 
Setup and keep up a well-organized office environment  
Implement systems to support rapid company growth 
Anticipate organizational needs and take action to implement solutions 
Assist leadership with business operation and development projects  
Coordinate liaison with legal, accounting and tax advisors 
Implement and manage databases, maintain contract-related documents  
Keep track of all business-relevant documents, prepare presentations 
Handle in- and outgoing deliveries 
Plan meetings and coordinate diaries 

 

Your profile: 
Experience in an office management or operations role 
Exceptional organizational and project management skills 
Enjoying the implementation of efficient office systems and processes 
Proficiency in Microsoft Office (Word, Excel, Power Point) 
Strong interpersonal and communication skills (verbal and written) 
Disciplined problem-solver determined at creating value 
Team player with ability to connect people and respond to needs 
Entrepreneurial spirit with a strong desire to start-up 
Fluent English and German 

 

If you are interested in being part of the exciting journey of Vivlion, please 
forward your application with cover letter, CV, 
references in one pdf to careers@vivlion.de.  
Vivlion is an equal opportunity employer and 
considers all qualified applicants.  
 

Vivlion GmbH – complexity meets simplicity. 


